
ATATË OF CALIFORNIA
)ARTMENT OF CALIFORNIA HIGHWAY PATROL

UOMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3
Command:

ISU
Division:

Southern
Numþer:

509
Evaluated by:

Serqeant Eric Lee, #12707
Dale:

1211812008
Assisted by:

OSSII Lucia Callejas, #A9541
lJate:

1211812008

-:i:*il::::r-====-:::::=:::::::::--:: 
::--:iE=::=:=:=::-

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blant<s as indicated, Any discrepancies with ¡rolicy,
applicable tegal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additíonally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-u¡r
Inspection, the "Follow-up lnspection" lrox shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
I ves X tlo ! Foflow-up lnspection

Commander's Signalure;

P.-, . ¿,-f- -9:' -:l:é{| .z)'t.Ç.<:'.:t1

For applicable policy, refer to: HPM 1 1.2, Chapfer 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

ffi Yes nruo n ¡l¡n
Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X ves nruo ! ru¡n

Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order
o Purchases via the internet

! Yes XNo []vn
Remarks;

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different supplíers or fiom different statewide
commodity contracts?

I ves n ¡¡o n ruln

Remarks:

5. ls all reguired information entered on the CHP 43
Purclrase Requisition? XlYes nruo fl ru¡n

Remårks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, slarting anew at the beginning of each
fiscaf year (Jufy 1)?

X Yes Eno D NI¡N

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

ffi Yes lruo n rurn

Remarks:
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Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, andlor OPI approvals? fi Yes ! r.lo ! ru¡n Remârks

ö- Are tñe CHP 41 Purchase Requlsrtrons, 
-

competitively bid? X Yes tr ¡lo fl N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two príce quotaijons? X Yes n ¡lo flru¡n

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustifÍed and ín compliance with SAM
3555?

E ves n ¡¡o n urn
Remarks:
See romarks at the bottom of page 3.

12. Are Limited Competitive Bidding purchase reguests
for items that interface with exísting departmental
equiprnent in compliance with SAM 3555,3?

X Yes [ruo nnn
Remarks:
See remarks at the bottom of page 3

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

14. Are items checked immediately for content and
damage when delivered?

I Yes E t¡o E N/A
Remarl(s:

X Yes ! Irlo ! N/A
Remarks:

15 ls the "received copy" of the purchase order
approved, dated, and foruvarded to the Fiscal
Management Section (FMS), Account Payable Unit,
wíthin three business days of receipt, if all items are
accepted?

Are freight anOlor päök-iñg 
"[p. 

attached to the
received copy of the purchase order and sent to
FMS?

ls-rvs proui¿eo a-Þñotocõpy oTfre purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

ls the original Îdðerveã copy" retained by the
command for completion and fonruarding to the FMS
y¡9!l!9 r9!1p!9lq-tlip-rl9at-i"s.l-egeJv9q.? -.-
Are Damag-ed ite.rls delivered by common carrier
acknowledged on the freight bill by the carrler's driver
before being accepted?

16

17

'18

,lÔ

I Yes I t¡o Ivn
Remarks:

I Yes nruo lnn
rks

X Yes Druo fl N/A

rks

X Yes ! l.lo n ruln

Remarks:

X Yes f Itlo n ure
Remârks: lf damage is nol
immediately apparent and the driver
no longer available, the vendor is

contacted.

CHP 6BCC (lìev 09-08) OPI 01 0



Page 3 of 3

-TATE OF CALIFORNIA
JPARTMENT OF CALIËORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

11 & 12- Prior to the Oct 2008, procurement training, the Command was misinterpreting the Limited
Competitive Bidding purchase process specific to brand and model as prescribed by SAM 3555 &
3555,3. The Command is currently in complaince,

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletíon of an item, if it is
determined thât a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

ffi ves lNo tr ruln
Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time? (SAM 8422.0)

X Yes nruo n N/A The Command has a suspense
system to lrack purchase orders

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes n ¡lo [run
Remârks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

ffi Yes !ruo n ¡¡¿n

Remarks: Through the CHP 43 and
ema¡l correspondences.

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limìts?
(Public Contracts Code SectÌon 10329)

! Yes X tlo tr ru¡n

Remarks:

Cl lP 6BCC {ßev 09-08} OPI 0f0
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ATE OF CALIFORNIA
. :PARTMENT oF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPËCTION CHECKLIST
Chapter 3, Command Procurernents
Contracis

:==::::::::_=_=:::-=======.--=:=:.=::===::=_j:::::=.===:=:::==-:__:::::::=:j:_:.=1_=-=::__ r

INSTRUCTIONS; Answer individual items with .Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucir
discrepancies andior deficíencies shall be documented on an Exceptions Docunlent and addressed to the next level of command.
Fudhermore,theExceptionsDocument shall includeanyfollow-upand/orconectiveaction(s) taken. lfthisformisusedasaFollow-up
!ftpu"llg_.!ll" ¡_otlo!r-LlP ll_sp9gllgrl]@Iqg! Þe mqfked and only deficient items need to be re-inspected,

nt Eric lee,#12707
Assisted by:

OSSII Lucia Callejas, #49541

TYPE OF INSPECTION

fJ Division Level ffi Command Levet

Ü Executive Office Level f, Voluntary Self-lnspection

Lead lnspectofs Signature:

,
/: rrr4

Folfow-up Required: | ! rottow-up lnspection

Iyes' Xtrlo I

)ommander's Signature:

2, )-79¿,r'.--.(--'
Date:

z2 -"*r''

For applicable policy, refer to: HPM 1 1.1, Chapter ZZ

1. ls a Cl'iP 78 Contract Request used to initiate alt
servíce contracts which are repetitive, regardless of
the eslimated dollar value?

X Yes !No E ru¡n

Remarl(s:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999, 99? flves XNo n rule

Remarks:

3. ls the Office of Primary tnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "Cp', for
contract oa)¡qþlg listed on the CHP 78?

ffi Yes ! ¡lo ! ru¡n

Renrarks:

4. ls the perïormance of coniract services monitored
and documented? X Yes f, tlo [ ¡l¡n

Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes Eruo ! ¡l¡n

Remarks:

ti. Are letters for contracts documented and maintained
which outline any problems refated to substandard or
non-performance of the vendor?

X ves nno n ruln
Rernarks:

rs me ltnat product to be delivered described
specifically and ¡n as much detail as possible in the
CHP 78?

ffi Yes !No n ruln
Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HpM .1 1.1,
Chapter 22, before forwarding the CHp 78 or CHp
78A?

ffi Yes Eruo I N/A
Renrarks:

cHP 680F (Rev.09.08) OPt 010
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-ATE OF CALIFORN¡A
.PARTMENÍ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPËCTION CHECKL¡ST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract servlces fess than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

ffi ves I ¡to x N/A
Remarks:

10. ls all work completed and accepted by the
Departmeni before expiration of contracl agreement? X Yes fl I'lo !run

'l 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

I ves Iruo ! ru¡n

Remarks:

12. Ate invoices for payment reviewed and approved to
substantiate expendilures for work performed and to
prevent penalties being assessed?

X ves Druo flN¡n
Remarf(s:

13, Are contract expenditures monitored to ensure there
are suffic.ient funds to pay for all services rendered
as required by contract?

I Yes tr ¡¡o n ¡¡¡n
Refnarl(s:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

ffi Yes n ¡lo T ¡¡¡N

Rernarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes trruo D ruin
Remarks:

16. Are all applicabte form sections of the CHp 7B
completed? ffi ves lruo fJ¡¡¡n

9:

17 Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immedlate action to
mítigate the loss or impairment of life, health,
property, or essential public services?

D Yes []ruo X N¡a
Remarks:
The Command has not experienced
any such irìstances.

18. Are allemployees associated wiilr the management
of a contract completíng the CHP 78S, Conflict of
lnterest Statement, Employee, form?

ffi ves Eruo I ¡lln
Re¡narks:

1v Are proÞtems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's coniract file?

X Yes INo n ¡l¡n
Renrarks:

20, Are contract amerrdment request dollar amounts
increased more than 30%? l-l Yes l-l ruo N/A

Renìarks: ïhe Conrnrand has not
experienced any such need.

CHP 6B0F (Rev.09.08) OPI 010
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-ATE OF CALIFORN/A
.PARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? flYes !ruo X ¡lia

Renìâtks: The Colnmand has not
experienced any such inslances.

22. Are amendments requested before the expiration of
the original contract? fJYes Iruo X ruln

-RemarkslJ-he 

comman-ö has ñì-'
experienced any such instances

23. ls a service contract on a CHP 78, Contract Request,
initíated for any commercial meeting/conference
room rental, which is expected to exceed $4,ggg.gg
in total cost?

! Yes Eruo x N/A
Rernarks: The Command has had no
such rentals.

24. Do conference room rental costs exceeding the $S00
per day limit have pre-approvaf from Assistant
Commissioner, Staff?

! ves I ¡to x N/A
Remarks: The Cornr¡and has had no
such fentals.

'¿c. Are ualtrornia Department of JustÌce (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
chec,k$ and driy.er license...checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(21 Helicopter Maintenance and Repa¡r
(3) lnstructor Services (on-site)
(4) JanilorialServices
(5) Consulting Services

X Yes Iruo Xrun
Remarks: Other lhan janilorial
serv¡ces, the Command has had no
such services. Janitorial services are
provided by the Departr.nent ol
General Serv¡ces.

zo. rs a onver ttcense checK conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alann and Fire Alarnt Monitoring
(2) Camera Maintenance and Repair
(3) Carpeilnstailal¡on
(4) Diesel Generêtor Mainterlance and Repair
{5) Dishwasher Maintenance and Repa¡r
(6) Elevator Maintenance and Rapair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic tuts Equipment Maintenance and ReÞair
(10) Heating, Venti¡atior'ì, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Ma¡ntenânce and Repaîr.
(13) Palnting Services (interior of facitity)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(1Q) Steam Cleaning Services (Carpet, not scales)
(17) ïelephone Services (cellular, salell¡te, and regular)
(lB) Television Equiprnent Ma¡ntenance and Repaìr

. {19)Unintenupt¡bte power Suppty Maintenance and Repair

I ves Iruo lx*,o
Remarks:
The Command has had no contract
or specially assigned personnel who
rneet this criter¡a.

CllP 680F (Rev 09-08) OPj 010
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STATE OF CALIFORNIA
ãPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information 
-

fonruarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes !No X Nln
Remarks:
The Conrnrand has no
contractors/personnel meeting this
requirernenl.

zö. rs usu advised by the command to determlne if
adverse information discovered is grounds for
canceling the contract (i.e., adverse drjver lícense
andlor criminal history information is received
regardíng the contractor or the contractor' s
personnel)?

I Yes nruo X ruln
Remarks:
The Cornmand has ex¡:erienced no
such inståncos

29. Ate all invoices, records, and refevant documentation
maintained for three vears after the final payment of
the contract?

K Yes !ruo tr ruin
KemarKs:

30, ls a log sheet maintained for a diary of activilies
related to the contract? X Yes !no n N/A

Remarks:

õ1. ts a computer f¡le prepared for all contracts
admínistered? X Yes E tto n Nln

KematKs:

32. ls a spreadsheet prepared listing all expenditures?
X Yes Druo n ru¡n

Remarks:

33. ls the notification to the contractor documented for
the start dale for services to begin? X Yes Iruo n ¡¡le

Remarks:

34. ts the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes üruo nrun
Remarks:

Jc. uo consuitant servtces contracts of $1,000 or more
coniain detailed performance criteria and a schedule
for performance? (SGM Vol, l, Ch. 3, Section 0.02.1)

n Yes f] ttto X ru¡n

KenlaIKs:
The Comnrand has had no consultanl
service contracts

J0, uoes the conlract fife contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol, l, Ch. 3, Section 3,02,S)

! Yes X ¡lo n rule
Rerrtarks:
The Conìtnand has had no consultant
seruice contracts.

J /. uoes contract worK only begin after approval of the
final conlract? (SCM Vol. 1, Ch. 4, Section a,09) X Yes ! trto Ivn -Renra-6--

óö. Are rne requtrements tor Government code section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vot. I

Ch. 7, Section Z.0S)

ffi Yes !ruo tr ruln

Jv. Are any conrâct payments made prior to the final
approval and execution of the contract? (SCM Vol. f

_Ch _{,Seg!ion 4._09 ) _--
I ves X ¡lo E rula

Cl{l) 6BOfi (fìev 09.08) OPl010
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STATE OF CALIFORNIA
1PARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTIONS: Atrswer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Arry discrepancies with policy,
applicable legal statues, or deficiencies noled in the inspections shall be commented ott viâ the "Remarks" seclion. Additionally, such
discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed to the nexl level of command.
Furthermore, the Exceptions Documentshall include anyfollow-up and/orcorrective action(s) taken. lf thisform is used as a Follow-u¡t
lnspection, the "Follow-up lnspect¡on" box shall be marked and only deficienl items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level fl Voluntary SetÊtnspection

Follow-up Required: I D rottow-up lnspection

[]Yes Xtlo I

Comrna

For applicable policy, refer to: HPM 11,2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
I nte rest State m e nj-_E¡pþyggj q¡4J

XlYes n ¡lo Ivn
RemaÍks:
As ofthe Oct.2008 Procurenìenl
Training.

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

ElYes nruo ! r.¡¡n

Remarks:
As of the Oct. 2008 Procurement
Training,

3, Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

ffi Yes nruo I ruln

Remarks:
As of the Ocl, 2008 Procurernent
Training.

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

ffi Yes n ¡lo n ¡¡ln
Remarks:

5. lf the vendor is a smalt business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X ves ! t'lo !vn
Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justifíed?

K Yes ! tlo n n¡n
Renrarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes XNo Ë N/A

Remarks:

8. Does the CHP 317 Cal Card Log fuily describe the
purchase? fi ves D tto [ ¡¡¡n

9. Are bank statements reconciled with the CHP 317
Cai Card Log and the receipts/invoices? X Yes nruo n N/A

Cl-lf) 680D (Rsv 09-00) OPI 0í0
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STATE OF CALIFORNIA

-PARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes fruo n ru¡n

'1. Are credit invoicesireceipts for returned items
maintained with the bank slatement? ffi Yes I llo n ruln

Rernarks:

12. Do non-ítemized purchase receiptsiinvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes []ruo n N/A

Rerlarks

13. Are Cal Cards maintained in a secure area?
ffi ves E tlo ! ru¡n

Remarks: The Kg cards are
personally secured by the Kg ofl¡cers.
All others are secured in a locked
metal Þox under the control of the
ossil.

14. Are Cal Card purchases pre.approved by the
commander? I Yes !No fJ ruln

Remarks: Or designee (Líeutenant)
in the absence of the Commander.

15, Have all cardholders received training on the
Department's procurement processes? I ves ü ¡¡o ! rule

Remarks

16. Are item(s)purchased with the Caf Card prohibited
by departmentat policy? I Yes X ¡¡o nva

Remarks:

cHP û80O (rrcv 09.08) oPt 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL.OMMAND 

INSPEGTION PROGRAM

'I{SPECTION 
CHECKLIST

Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

Division; I Number:

ISU lSouthern 1509
Evaluated Þy:

1211812008nt Eric Lee, #12707
Assisted by: I Date:

OSSII Lucia Calleias, #49541 I 1211812008

-::-:::::::-:-:-=-:::.=::-::==::-:=====:===:i-======59==-:::-::::::=:::=::-:.=_lJ-

INSTRUCT¡ONS: Answer individual ilems with "Yes" or "No" answers, or flli in the blanks as indicated. Any discrepancies with ¡lolicy,
appticaÞle legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
dìscrepancies and/ordeficiencies shall be documented on an Exce¡rtions Document and addressed to the next level of command
Furtlrerrnore,theExceptionsDocumentshall includeanyfoflow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-u¡:
Llgngctiol. t¡e "Fcllow-up lnspection" box shall be marked and only deficient items need to be re-ìnspected.

TYPE OF INSPECTION

D Division Level X Command Level

n Executive Office Level I Voluntary Setf-lnspection

Leâd lnspector's Signatu :

'l "/
¿l-øa* fu"**'"-

Follow-up Required:
I-l Yes X trlo

LJ Follow-up lnspection Cornnrander's Signature:" 

È" -- 

" 

;;))'7-*"=,¿: ¿ "
uate:

/-? ,'3t¡, -=á)

For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1, Are multiple X Numbers awarded to the same vendor
to circumvent the $a,999 contract lirnit? E Yes K t,to n ru¡n

Rel¡a¡ks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? ! Yes K ¡lo trva

KematKs:
See renrarks at lhe boltom of page
two.

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

! Yes Druo X N¡n
RemaÍks: The Comnland has had no
such circunstances.

4. Are X Number requests made prior to the date the
services are performed? X Yes lno n ru¡n

Remarks:
Other than rare enlergency
circumstances.

5. Are X Numbers issued for a one-time use?
ffi Yes f-l No l-l rurR

Remarks:

6, Are prohibited services performed using an X
Number? ! yes Kruo ! nla

Rernarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes ü ttlo n ru¡n

Remarks:

L Are X Numbers issued for telecommunications
related services pre-approved by
Telecommutrications Section?

fi ves n ¡lo tr ¡ln
Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over g'1,000
have prior approval from Facilities Section?

I Yes []No [] rura

'10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assístant Comm issioner?

! ves nruo X ru¡n

Remarks: Th(
such circumstr

r Command has had no
lnces.

Cl lP 6608 (Rev. 09-08) Olrl 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL
-OMMAND INSPECT]ON PROGRAM

rrtlSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

2, Because the STD 204 is valid for a period of 3 years, a duplicate copy for an individual
vendoriservice provider was not previously attached to any subsequent documentation.
Following the Oct, 2008, procurement training, the Command has implemented a suspense
system and attaches a copy of the STD 204 to all individual X number file documents.

12.The Small Business Certification is valid for a period of one year and was not previously attached
to each individual record. Following the Oct 2008, procurement tralning, a copy of the
certification has been attached to each individual record.

13.ASTD21 wasnotpreviouslyattachedtoeachindividual record. FollowìngtheOct.2008,
procurement training, the Command has implemented a suspense systern and attaches a copy of
the STD 21 lo each individual record.

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? X Yes ! t'to E tl¡n

Remarks:

12. Do alf X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

E ves ! tlo n ru¡n

Remarks:
See remarks at bottom of page.

13. Does the file documentation contain the STD 21
Drug Free workplace certificatíon for X Number
vendors?

! Yes XNo T N/A
Remarks:
See remarks ât bottorn of page

14. Do emergency service X Numbers document and
justify the emergency? X Yes ENo [] ruln

Remarks:

15. ls the itemized invoice for each X Number service
maintained ¡n the command's files? I ves nNo ! N/A

Remarks:

Cl.lfr 6B0E lRev 09.08) OPl010



STATJ OF C/:.IFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

tNSïRUCTIONS:Thisdocumentshall betyped Checkappropriateboxesasnecessary,orfill intheblanksasindicated.Enterthechapier
number of the inspection in the Chapter lnspection number. Under "Forward to;" enter the next level of comrnand where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action pians, and may be used to appeal findìngs. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

fl Division Level I Command Level

fl Executive Office Level

Follow-up Required:

E ves X tto

None

n Corrective Action Plan lncluded

I nppeal lncluded

! Attachments lncluded

Commander's Signature:

/.3 -zS -of,

Command Su s for Statewide lmorovement:

Jntinued training for key personnel.

Standardized tracking spreadsheet for contracts.

ln 's Findinos:
The Southern Division Special Services Unit
attached (Exhibít 1), Exhibit 1 is the Area's

administers 22 contracts, all of which were examined. See
computer file of all contracts administered.

Becausethe SÏD 204is valid fora period of 3 years, aduplicate copyforan indivídual vendor/service
providerwas not previously attached to any subsequent documentation. Following the Oct.2008,
procurementtraining, the Command has implemented a suspense system and attaches a copyof the
STD 204 to all individual X number file documents.

The Small Business Ceriification is valid for a period of one year and was not prevíously attached to
each individual record. Folfowing the Oct 2008, procurement training, a copy of the cerlification has
been attached to each individuaì record.

A STD 21 was not previously attached to each individual record, Following the Oct, 2OOB, procurement
training, the Command has implemented a suspense system and attaches a copyof the STD 21 to each
individual record.

CHP 680^ (Rev.09-08) OPI 010



STATS OF CAI IFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTÍONS DOCUMENT

ege 2

uommand;

ISU
Oivision:

Southern
Chapler:

3
lnspected by:

Sergeant Eric Lee, #12707
uate:

12118t2008

Commander's R
The Command has established a suspense system to ensure the CHP 317, and STD T1 and 204 are
reviewed and updated at the prescribed time periods, The Command has also developed a
spreadsheet to track contract expenditures and a vendor diary to track vendor activities.

Comments;

None.

Corrective actions have already been implemented,

CHF 690A (Rôv 09-08) OPt 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
tr.XCEPTIONS DOCUMENT

Page 3

Command: lDivision: lChaPter:
ISU lSouthern l3
lnspected by:

Serqeant Eric Lee, #12707 | 12118/2008

Commander's Basis for

Review/Decision: ffhis shail be the onty levet of

Lead lnspector's Signaturel

Respõndinõõõmmandeis bignatüe (for appeatX

CHP 680A (Rey 09.08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

, N sr;;;; -' ;;;;;,'*;;;;0", ;;;;;;;;;;;;;;, ñ;,''*,' * *' 
" 
o*,"0 *', n"ï, ø,,

numberoftheinspectionintheChapterlnspectionnumber, Under"Forwardto;"enterthenextlevel ofcommandwherethedocument
shall be rouied to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal lndìngs A CHP 51 Memorandum may be used if

additional space is required,

! Corrective Action Plan lncluded

! Appeal lncluded

I nttachments lncluded

s Signature:

No innovative practices were observed,

Command Suqqestions for Statewide I ent:
None.

ln s Findin
The Clerical staff was unaware the packing slips were requ¡red to be fonvarded with the purchase order
to Fiscal Management Section (FMS). Policy has been rev¡ewed with the staff and all future packing
slips will be forwarded appropriately to FMS.

(iH¡)68r)^ (Re\, 09-08) OPi C)10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
East Los Anoeles

D¡v¡sron'
S outhern

unaptef:

lnspected by:
Paul Medeiros

Date:
12t0412008

Commander's Res

--tcurement manage '

basis,

Required#ctiôn, -:..';i-..'';:='...,,, r.;-;ìr-r"': 1:¡' : .:i

Corrective Action Plan/Timeline
N/A

Cl-lt'600^ (lìer' 09-08) OPI 01o



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
-I'CEPTIONS DOCUMENT

Page 3

Commander's Basis for

Review/Decision: ïhis shalt be the onty leve! of
N/A

onding Commander's Signature (for appeal):

CHP 6ijCA llìev O9-0Bl OPI 010



SIAI'E OF CALIFOfìNIA
DEPAÍìTMEN.I OF CALII-ORNIA IIIGHWAY PATROL

^9MMAND INSPECTION PROGRAM
JPECTION CHECKLIST

Chapter 3, Comrnand Procurements
Cal-Card Program

i Ll Y"'- lX- ls
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of

Page 1 of 2

lNSl'lìtJOi'IONS: Answerindividuaì ilerlswilh"Yes"or''No'' ansvvers,orlill intheblanksasindicated. Arrydiscreparrcieswithpolicy,
applicabfe legal statucs, or dcficiencics noled ìn the inspec{ions shall þe conrrnenled on via lhe "Renrarks" section Additionally, such

discrepancieé arrd/or deficlencies shall þe doounlelrlcd on arr Excepfiorrs Docu¡nenl and adclressed to the next level of cotn¡rrand.

Fr.¡rthe¡llore, tl.re Excepfions Doct¡menl shall inclL¡de any follow-up and/or correclive action(s) taken. lf this forrn Îs used as a Follow-up

Ln:tgg.tiql,llr*Igll9y":gllt:lLe..elle-:lÞ.9.-{!!i¡!l 1,.9*I1f!9,9{l9 g.Lt9uftiçl l,lt!l9ej99:::

l-ead lnspeclor's Signalute:

Ll Division Level [! Corrrnrand Level

/' r:u-)

i l--ì Ëxecutive Office Levcl
I

i" -r=;¡¡;;-up Reoül¡ed: 
-

Voluntary Self-l nspect

E Yes INo [ ru¡n

X tlo lf run

wäeî iäìläno ieãsóñãuìe iõ ùïiií/eó,
reasonable method docunlented and
justifÍed?

is the fa¡r and
properly

fl tlo

X t'lo

X Yes !No

X Yes fl No

X Yes

E Yes

Remarks: Vendors have been
directed to supply updated STD 121

Drug Free Workplace Certifications

Remarks:

Renìarks: Vendors have becn
cl¡rected to provide Waste
Management Eoard Form 74

Documen!sj__

Remarks:

llemarks:

I

I

i

I

¡

to circumvent transaction purchase limitsz

-- 
e 

- 
óoes théõ¡jÞ ¡17 öäiCãro [ôg]uriiidescribe the
purchase?

i

i- - 0.- Àre-bãñ-risiâieiïeñls recônðliéãw¡tn iire cril;3r]
' Cal Card L<.lg and the recerpts/rrrvorces?

I
I

Clll' 0l,i0l) {li0\. 09 c{Jl Ol)l 01t

X l.lo f*l n¡n [ìenìarks:

fl N/A Remarks:

,j_

I- --, ttiiiCât¡órìs- 
* 

l-__:
and file for I n Ves

each vendor utilized? i

i

-- - 
3-' Ãre-Sro"áo¿ Þävee óãlä R?àCóid iörms mäinioláäd -l __--

utilized? i

¡ NiA

Iva

l] N/A

lI rvo

Remärks'
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S'IAI'E OF CALIFORNIA
DÊIJARTMEN-T OF CALII-JORNIA HIGI.{WAY PATROL

^OMMAND INSPËCT¡ON PROGRAM
..,SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

the bank statement.

commander?

- -i s 
- 
HavG ãti¿ã ;d hôrdeï{ ieðéivej,i-iráln i'nä on tiié --

Department's procurement processes?

'lô Are item(s) purchased vuith the CalCard prohibited
by departmental policy?

tr

!

n

No

No

No

n N/A Remarks:

! NiA

E ru¡N Remar ks

RemaÍks:
-- -i ã 

-fte 
Cäl öãios Àd¡riiãnèd in à seCure áreää 

- -i
i Xves"-lA-Äe-Cãiöãro 

püið¡'äles prð-áppióvðo núìne -l--* --_- _!* ¡lo

ENo [] ¡lrn

[] I'lo f,vn

E tto I N/A Remarks:

Remarks:

Clll) ûtigl) íllsv 094$¡ 0l'l 010
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S'TAtE OF CALIFOIìNIA
DEf'AR]'MEN'f OF CALII=ORNIA IIIGI.{WAY PATROI-

?MMAND INSPECTION PROGRAM
¡,rSPËCTION CHECKLIST
Chapter 3, Command Procurements
Purchases

INS-lRUCl IONS: Answc'r individual iterns rryith "\'es" or "No" answ<lrs, or lill in the blanks as indicated. Arry discrepancies wìtlt policy,

ap¡rlicable legal staltres, or deficicncies noled ìn tlre ins¡.rec;liorrs sh¿rll be conrmerrted on via the "Relnarks" section Additionally, such

disclepancies arrd/or deficiencies shall be docunrerrted on an Ëxceptions Document and addressed to the nexl tevel of command.
l:urtlrennore, the Exceptions Docr.rmenl shall include any follow-up and/or corrective action(s) takelr ìf this form is used as a Follow-up
lnspcction, the "Follow-up lnspeotion" box shall be rnatked and ortly deficierlt ilents need to be re-irrspecled.

TYPt: OI: INSPECTION

f Division Level þJ Cornnrand Level

[-] Voluntary Self-lnspectionI Executive Office Level

I Foltow-Lrp lnspection

For applicable policy, refer HPM 11 2, Çhapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasingr

2'. 
r- -"-- " 

ðr,,.äö"ìr"a_--_-l-
I

I---"ä. 
Þ aa,-euìcñaêeJ 

IRequisitions? 
i

i

' Supplies for personally - orvned equi¡rnrent 
i. Commodities for personal use i. Confirming order 
i. purchases via tlre internel 
I

I

4 Li¡s¡liöns, 
I

ble frorn I

Itewide I

I

I

- __s.- 'iðãttiðdüiieäìriiöñnãi¡ón 
erltðiélön uië cliÞ ¿3, -- 

|

Purchase Requisition? I
j

o 
- 

ÄräìnäöHp ¿5, Þüi:õ¡ìsó nequi'iiiiönJ, ñu',ìnnr"'uo- 
-l-

4

consecutively, starti
fiscal year (July 1)?

iõ¡ìðã neq uì'i ifiõnJ, ñu nì ódr'eo-
ng anev/ ai the beginning of each

7. Are expedited requests for lhe puichaïe ói!oôðs"" 
'

forwarded to the Assistant Comnrissioner Staff, for
approval?

Lead lrrspector's Signature:

l-,. ") 
, c,.<n ..

<'-'--n/ ò '5

X Yes

X Yes

[--l Yes

Þ< Yes

tx

X Yes

ì

Follow-up Required:
[_J Yes X tto

cill,0lJü0 tll,ev 0t, 0r,, ()t,l 010
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_- - s öo äpôðiäiizled iiäms pti'ôhåËãd õónta¡n ìtie I

appropriate Division, and/or OPI approvals? ] ffi Ves

I--- e- ÃiJirñc-nÞi¡, Þuirnäsääèqüisiiiôns, 
- I - --

competitiverybid? lKVes
--ìõ.' 

Dôãa ttiô'c¡Þ'CìG, Þr¡c,i coräpàr¡soir wc¡ixstr".l I ----
document at least two price quotations? i X yes

I' i 1, Are Liil niooíng þur,lr'aìe reqrösis. 
I

that lirni urchase to one specific i X yes
brand o and in compliance with SAM 

I

öo äpôðiäiiz-ed iiäms pti'ôhåËãô õóntã¡n ìtie I - -

appropriate Division, and/or OPI approvals? ] ffi Ves

*--e 
ÃiJirrec-ÈÞ¡alÈü¿Ëãsääèqüisi¡iôns, 

- - - --I*
competitivefybid? lKVes

S'IA'TE OF CALIFOIìNIA
DEPARTMENI OF CALII;OIìNIA IlIGHWAY f'A'TROL.

9MMAND INSPECTION PROGRAM
,'vSPECTION CHECKLlST
Chapter 3, Cotnmand Procurements
Purchases

i 
_- - s öo äpôðiäiizled iiäms pti'ô¡råËão õóntä

ll rãté[

3555? 
i
t

r 2 
'Ãiãt¡mäöö -Òõ'ñö"i 

iónase ieqr.'ôlis 
I

for items that interfa departmental i X yes
equipment in compli 3555.3? 

I

i

r 2 
'Ãiãl¡mäöö -Òõ'ñö"i 

iónase ieqr.rôli" | - -
for items that interfa departmental i X yes
equipment in compli 3555.3? I

I

'--15-Dó 
ñöñ-compeTtiv;Éid añööi plrCnase requeðG 

--l - -_

contain the NCB justificatÌon and NCB Correctíve I X yes
Action Plan documents? 

I

- ln iãtety fdóönienïãñö' 
-^- L*".,

I
I

- -10 ' 
Ärö tiéisntãnãioi þãökìñg sripi ätiaðne¿-tö iire l- - - -
received copy of the purchase order and sent to i E yes
FMS? 

I

I

t -l té 
'ÈwlS 

piövììjeo ã pñöiôcop¡,-or tne puicrräëe irio"i'" l- 
* --

and any approved freight or packing slips as i tX Ves

I

I

I

t-

acknorvledgernent that a portion of the orcler has 
I

been received? j

I

1s.-lö ihe-oiìsilìãi ;¡-öérvei'ðõ01'-;--¡irreo ny iñe I - - -

I

I

I

..t-.--....--. _

ll l.lo

! N/A

[J N/A

f| N/A

I t,to

nruo

trNo

f] I'lo N/A

!No

CllP OgcC rlieY 09Otlt Or)l 010
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SIA] Ë OF CALIFOIìNIA
DEI'AÍìTMENT OF CALIÍ'ORNIA HIGI{WAY PATROI.."?MMAND 

INSPECTION PROGRAM
,,"SPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

?-o iè püiðrrasiné Seiv¡ces unit 1ÞSÙ¡'notiiie<i
immediately by telephone, followecl in writing either
b), a mernorandum or e-nrail, requestirrg callcellation
of the requisition or deletion of an item. Ìf it ts
determined thal a comrnodity reqtrested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

D( Yes

21. Are open purchase ordeis õeiiôcicatÍú iev¡ewéo ano
invesligated to ensure the orders are not opencd for
an unreasonable length of time (SAM 8422.0)

orders maintained for three years after payment?
(SCM Vol. Il, Ch. 11, Topic 4)

23 Are decisions clocumented to create a paper trail
documentíng the basis of the decisions made for the I El yes
purchase? (SCM Vol ll Ch. 2, Topic 1'1)

bidding requÍrements or to circumvent the
Department's delegated purchase authority limrts?

lpr¡Þliç_qq{ß.9-!9__c-od-q._9_e__c!r_o.¡1¡.1_03!p)..._

I
I

I

I

-l
_l

I

f] ¡lo

I tlo [ ¡r¡n

I ttto

N/A

Cl ll' LüoC ifìqv 09 0ûi O,)l 0'i0



Page 1 ol2
sTAl'Ë o,: cALlFolìNlA
DEPAIìTI\4EN'i OF CAI.IFORNIA IIIGHWAY I'A'TÍìO[

COMMAND INSPECTION PROGRAM
. SPECTION CHECKLIST
w'lapter 3, Conlnland Procurements
X-Number Program

INS'l'lìUC'l'IONS: Answer ínc.lividual rterr¡s wrtlr "Yes" or "No" arrswers, or fill in the blanks as indicated. Any discrepancies with policy'

a¡:plicable legal statucs. or deficiencies notecl in lhc inspections sl'rall þe cornnrented on via (he "Remarks" section, Additionally, such

discrel¡anc¡eã ancl/or deficicncies shall l¡e docunrellt<.:d on an Ëxceplioris Docunlenl and addressed to the nexl level of command

f:r-rrthcrrrror.e, lhe Excerrliorrs Documerrt shall include arty follow-u¡r andior conective action(s) taken. lf this forrn is used as a Follow-up

tnspection, the "fiollow-Lrt> lnspeclion" þr¡¡'slallbg markecl a¡d olly gglLclellt.l!9ll:.,19-9qJ9!9Í:Æ-Pl_9191

fJ Execulive Office Level

ffi Command Levef

[._] Volunlary Sel f-l nspection

Signature:

¡

l..L ) .r) '..)

X ¡'lo ¡ N/A

For applicable 1 .'1, ChaPter 23 
i
I

-_--i -ffälñtìi ió-fne samë-u"nTäl l-----
to circut limit? I [I Yes

2. Does allX Number file documentation contaìn the
STD. 204 Payee Data Record? ! Þ3 Yes ü ¡lo n ru¡n lìemarks:-i*

- -5*-Dó-X Nrimoêis reöuriiiìï ä ðoñtráðt [le , jan¡ioijaiôr -l*--
landscaping) have prior approval from the Business i X VestqrruùuaP¡rrv¡/ lrqvç yrrvr qyyrvvq' i â

Services Section commander? i

- -6- 
Ãäúõjìiiríted sËiv¡ó?jö peitoimeo crsins añ'ia l-- --
Number? i U Yes

- -'7.- Ãre-X"ñîm¡e-rs usuit fõr-the piôöüremenior á i

service and not the purchase of a comnrodity?

related services pre-approved bY

Telecomrnunications Section?

X ¡lo flN/A Remarks:

nNo Rernarks:

No
Remarks:

X t'to lf N/A

INo f] NiA Remarl(s:

XNo n N/A Romarks:

É Yes [_J tlo Il Nln

N/A

I
(such as roof repair, electrical) costìng over S1.000
have prior approval from l;acililies Section?

t'0'bo X ñümneil iåsuão"ior iaþäea ôóÁiiacruai'
agreements have prior approval by the appropriate
Assistant Commissioner?

ot tl) 6tJl: rlìc'r 09.0tlt ol)l 01(Ì

K Yes ll l.to fl N/A Remarksì
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SIAl'Ë Of: CALIFORNIA
DEÍ'AIìTMEN'f OF CALIf:OIìNIA HIGI ]\A/AY PATROI.

COMMAND INSPECTION PROGRAM
SPECTION CHECKLIST

viÌapter 3, Command Procutements
X-Nunrber Program

-' i ì - oo ãri X Ñ iimr:eìs awaroão iõ ã non-smait ousineis i

vendor contain three price quotalions? i X yes
I

üno

Drug Free workplace certification for X Number I X Yes [] ¡lo

ct lP Guolì ,llor 09 0lrl Ol'l 010



SI-AI'E OF OALIFORNIA
DEPAIìI-MENT OF CALIÍ:OÍìNIA HIGHWAY PATROL
. gMMAND INSPECTION PROGRAM

,'{SPECTION CHECKLIST
Chapter 3, Conrmand Procurements
Contracts

Page 1of4

Number:
590

11t18t2008
Date:
'l 1/1 3-18/08

INSTIìUC-l loNS: Answer inclivídr¡al iterÏs vøitlr "Yes" or "No" arlswers, or fill in the blanks as indicated, Any díscrepancies witlt policy,

a¡lpficable tegal staluçs, or defÌcic.lrcies noled in lhe ins¡>ectiorrs slrall lre comnrelrted o¡r via the "lìenrarks" section. Addilionally, such

discre¡lancicé ancl/oi deficiencies shall be docunrented'on an Exceplions Docunlent and addressed to the next level of conrnrand'

Furlherrrrore, the Exceptiorrs Doclrrlerrl shall include any follow-r.rp and/or corrective action(s) taken, tf this form is used as a Follow-t'tp

j:..'=pg-:rtq!,_tl_9..1.9.1io-y:!i? lll"Tftgiglt".lgl:lgll.1"=t1çi-?19"9!lv-{-e,.!9l9rl-Le-lul-"-eg

TYPE OI; INSPEC Lead Inspector's

l-l D¡vision Level

[-] Ëxecutive Office Level

E Command Level

! Volu ntary Self-l nsPection

i

It-
i

I

I

I

t-
I

I

Follow-uP

__ _fl_Y-"_q

Required:
X trto io

For applicable policy, HPM 1 1.1 , Chapler 22

- --1 - Ë äîHÞ 7s cðntráCi Rè¡ù;ñiìaód"iõ inii¡ãíé ãri- 
-

service contracts which are repetitive, regardless of
the estimated dollar value?

2. -l- tCÊÞÏe Coniiact Requtst useo ior one-time
services exceeding $4,999.99?

3. ts the Office of Primary lnterest (OPl) tracking
numberíng begirrning with the requesting conrmand
three-digìi location code used, followed by 'CP" for
contract pay?.bla listed on the CHP 78?

å - - 
r s tiã pe ;lò;ma n CË; 

"ô¡ 
con tráCGãiviceï moirliore o

and documented?

b. nre'áil òõþies oibìireêöónãóñce'wiih-ine venoor
maintained?

* *-6 - ÁrJ lèlièrs roiðõÃtiãðis oõcr.¡mented and maintained
which outline any problems related lo sLlbstandard or
non-performance of the vendor?

- -'7 
ls inð r¡ñãl prôouõl to uè riei¡läiéa dêùiÏbeä
specifically and in as much detail as possible in thc'
CHP 78?

8 Are all required levels of approval/signature obtained,
including the required docurnentation arrd approvals
for expedite and emergency contracts per llPM 1 1.1,

Clrapter 22, betore forwarding the CHP 7B or CHP
78A?

t_

X Yes

X Yes

ffi ves

[JYes

I

I

ENo

lNo

n ¡lo

nruo

fJ No fl N/A

[]vn

[ ru¡n

ü N/A

n N/A

n N/A

DNo ! N/A

c¡ il, 6$r-rt: iflo\. c'(Lotì) ol)l 0îct
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S]'AI'E OF CALIFOIINIA
DEPAIìI'MEN.I OF CALIf:ORNIA IlIGI{WAY PA TIìOL

?MMAND ¡NSPECT¡ON PROGRAM
r-¡SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

" - e nre'iáqüesis iöiððñtriðt éõilìcóõ iesé irrañ sii
months frorn the anticipated start <Jate of the contract
pre-approved by Assistanl Comnrissioner, Staff, for
expedited processing?

ls all work co
Departntent

pleted and accepted by the
fore expiration of contracl agreement'l

Áið óó ñ t rãcï sã rv r cèið-pé rro im áo ã ccó iol n g ið i ñê
quality, quantily, objectives, timefranres, and in the
manner specified in the contract (e.9., review
progress reports and irrterim products)'l

'orces tor pàvmeìl rèüièùeä än'c approveà to

com
rt be

11

12
ntiate expenditures for work performed and to

, t penal ties being assessed?

- "1s 
ls tñãirnãtìñvoiõidéñÏiiiðd añd"ãpþiöüða,ä's- 

- : 
l-

appropriate and forwarded to Fìscal Management I ffi Yes
Section for payment? 

I

- 
1ó."Ãre ãriäpôrrc-àole roim Ëêóiiõììs"õf the ö'Èp 7s- 

- - 
l--. 

---

'y*".- 
i

mitigale the loss or impairment of life, health, I

19. Are problems concerning the contractor's i _
¡rerformance fr-rlly documented in wriiing and made a I X Y

I

1s ls tñãirnãrìñvoiõidéñÏiiiðd añd"ãppiöüð¿,äê l- ^-
appropriate and forwarded to Fìscal Management I ffi Yes
Section for payment? 

I

I

1ó.-Ãre ãriäþþrrc-àore roim Ëêóiiõììs"õf the ö'Èp 7s- 
- - I-- --_

cornpleted? | X Ves

__ -- -n'ideency co-nt,ãðid i- -- 
----

sudden, unexþected occ I X vut
and imminent danger, re 

I

[] t'lo

INo

part of the contract manager's conlract filc'?

i t Ã¡tôon trãðilineì ð me rìi réq uèlï à ol lã r ämori n ié
increased more than 30%? I LJ Y

I ves

t-.---
I

iXYes
t

t_____
I

I SYes
I

I

I

I

!'a -.._-_--'
I

i Xves
i
I
{

i---

[] trto

¡ N/A

E ntn

T N/A

[J ru¡n

ü ruln

fl ¡r¡n

N/A

13. Are contract expenditures monitored lo ensure there

all requireménts of tlre côntract before approving the i E Ves
final invoice? I

Cl lP ôl.I0l: rllcv 09.0$) Ol)l 0iC



SfAI'Ê OF OALIFORNIA
DEPAIì] MEN.I OF CALIFOIìNIA I-IIGHWAY PATROI-
.. IMMAND ¡NSPECTION PROGRAM
I,fSPECTION CHECKLIST
Chapter 3, Cotnmand Procurements
Contracts

21 Is the length of the contract amendtnent reque st
more than one year?

zá 
^Ãie 

ãmêñõììiõñGiöq uesie o oèro re fñ ð 
-exlrllaiioñ 

oi 
-

the original contraci?

24.

G a-sêiür ce' õò;iiãóñn ã-c ÈÞ 7e, õ ó n tra ct R òq u óst 
-

ìnitiated for any commercia I meetin g/cottfc rence

room rental whìch is expected to exceed 54,999.99 in

total cost?

.ó 
o êó ärê reñ ce îöõ'äie n iã i óóêG Gi c ó eio i n $ in e e söo

per day limit have pre-approval frotn Assistant
Commissioner, Staff?

ts Ã?äöãtifõïrìiã-öeptamêrii ór .lùsilce (óõ-r¡ arro

Federal Bureau of lnvestigation (FBl) fl¡gerprint
checks and driver license checks conducted for all of
the followìng types of agreements:

(1) Avionics Maintenaooe and Repair
\21 Helicopter MaÌDtenance arrd Repair
(3) lnst.uclor Services (on-srte)
(4) JanitorialServices
(5) ConsultrngServices

-"20 
is Jðiiiì¡il¡ói:¡éËiiìèõ-ticonãüóteo for,-¡ut not 

- ' -

lirrited to, allof the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days

(1) Alarm and Firo Alarm Monitoring
(2) Canrera Maintenance ancl RepaiI
(3) Carpetlnstallation
(4) D¡esel Generâtor Maintenance and Repair
(5) Dishwasher Maintenance and llepair
(6) Elevâtor Ma¡nlerìance and Repaìr
(7) Fire lixlrnguislrer Service
(B) Garage Door Maintenance ano f<epair
(9) Graphic Arls Equ¡pment Maintenance and lleparr
(10) Heatrng. Ventilalion, ancl Aìt Conditiontng Servrce
(1 1 ) Lâundry/L¡nen Service
(12) Oflice Machine Marnten¿ìnce and flepatr
(13) Painting Services (ìnterior ol factlity)
(14) Plunrbing Services
(15) Scale Mainlenance and Repait
(16) Steam Cleaning Servrces (Cart:et, not scales)
(17) Telephone Services (celìular, sateliite. and regulû0
(18) I'elevrsìon Ëquipnrent Marntenance ând Repalr

('1 9)Uninternrptible P<¡wer Srrpply Marrrlenance and lìepa¡r

I

I

I ____. -.-

Cl lP 6{10l: (lio\' a!9 otii Of>l 010

Page

Renrarhs:

Remarks: None rented

Remarks: None rented.

R€marks:

Remarks:

3of4

I

fJ

I ves [J N/A

l_l N¡n

E uln

Í-] Yes

I ves

ffi Yes
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SlAl'l; OI: CALIFORNIA
DEPAIT'TMENT OF CALIFORNIA HIGIIWAY PAIROI
- ?MMAND INSPECTION PROGRAM
,,TSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver licetrse and fingerprint information
fon¡øarded to Contract Services Unit (CSU), along

with the conttact number for retenlion after

Commander review?

-- 
28, i-s'cSÜ'ãoîsêd btthe öõmmäno'tóäeiöimíiié il

acJverse information discovered is grouttds for

cattceling the contract (i e., adverse driver license
and/or crinrinal h¡story information is received
regarding the contractor or the contractor' s

Evaluatton form for consultanl contracts?
(SCM Vol. l, Ch. 3, Section 3,02.5)

37 tjitãs contraðt wóik ðñly oêgìn ãäelaÌipioi,àl òf tñe

final contract? (SCM Vol. 1, Ch. 4. Section 4 09)

- 3¡ Aie tn ã reri liiremäñG-rõi oóüðiñ meill cóoe Seciiö'n 
-

19130 (a) or (b) docunrented and justified for
personalservice contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

- --'se Ã'äãnt-ðòïtrã¿t pãtméìììð inäãe¡iioi io tlið'Ìäãi- -
approval and execution of the contracl? (SCM Vol. l,

- : . --Çl,-{-Þe-qli-o-ll4',09) -

Cl lll 6U0l: (rìer 09-001 Ol)l 01(i

personnel)? i

i*- æ-t röi - I -I ¡' lfives
l- --,,t-,. ;;,;;^l--- --*-
i- -- sa is ,, ,t 

"r,,,, 
oar(uf uL.rtttduttru tv ustçrrrrrrrç rr o,,,,,r'oicûs I

| ¡roue been received in order to oversee the i X v"t

[X Yes

ffi Yes

! Yes

K ves

ffi Yes

l-l Yes

! N/A

ll N/A

[ ¡¡¡n

T N/A

DNo

XNo

fl t'lo

Iruo

Remarks: None

[] tlo Remarks: None.

fJ ruo

ü ru¡n

üva

! N/A

X ¡ln

x N/A

ll N/A

D N/A



S fA I'E OIi CALIFORNIA
DF-PARI'M E NT O F CAI.-IFOf ìN IA I.II GI-IìA/AY PA IROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

.|YPE 
OF INSPEC-I'ION

f] Division Level E Command Level

Ü Executive Office Level

Follovrr-up Required:

l_j ves E ruo

f:onvard to:

l

Ñ sion
Southern

Diggins, #14275

ll Corrective Action Plan lncluded

{-l Appeal lncluded

Ll Attachments lncluded

¡rlsrRUCTloNS: This documenl shall br.r typed. clreck a¡>propriate boxes as nccessary, or fill in the blanks as indicaled' Enter lhe chapter

rlumber of lhe inspection in ilre Cliapler lrrspeclion nunrb¿jr. Under "ftorwa|d to:' entet lhe next level ol command whet'e lhe docunrelrl

shall l¡e roLlled to and ils clue datc. 
-l-his docullent shall be ulilized to doournent innovalive practices, suggestions fot slalewíde

inrprove¡enl, iderltificd deliciencies, colrective actiorr plans, and rnay be Llscd to appeal findings. A cHP 51 Memorandr-ltn rlay be used if

Date:

/- r-o2
Due Date:

l.]Cù1mána--S-,¿ssêe!s1e-. 
jo.L$ie!-e-wtqçtnpipy.s¡¡ll,

None.

Cha lnspection:

None.

t ¡' pê öiöj_'_¡-,¡ A 
j[ö'._-

Chapter 3, Command Procurements Cal-Card Program,

2. STD 21 Drug Free Workplace certifications for vendors were not located. Effective

immediately, vendors will be directed to complete the STD 21 when utilized'
+. California lñtegrated Waste Managemerrt Board form74 documents were not located-

Effective irnmãdiately, vendors wilibe directed to complete the required form 74 when utilized'

All other findìngs were ¡n compliance with departr¡ental policies and procedures.

Cl ll) 6ôü/\ iller LrÚ-oBj ()l'l 010



S'IAI'[ OF CALIFORNIA
DËPARIMENT OiJ CALIFORNIA I.IIGIIWAY PATROI.

COMMAND ¡NSPECTION PROGRAM
EXCEPTIONS DOCUMENT

t dge2

il llp q¿iprle- c o m rnó ¡"!$,
None

Action

Ço-irçç!tVç.Ac_!Lo,n. llen{inpliIs_ _ ", _ _

Corrective actions for the aforemerrtioned piô oe d u ie J rr àî e o ee ñ nr p e mìñte d ¡ m m e d iate ly.

ClllJ 6E0/r il(cr Lì9-0{J) OPI 010
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,AIì]. IVIENI' OF CALIFOIì N IA I_II GHWAY PA TROL

COMMAND INSPECTION PROGRAM
ËXCEPTIONS DOCUMËNT

ge3

,,/t",/t''

i._C__o !l.ir1fl1-p uf l-s F_e _trq_l{App eg !._
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL
- )MMAND INSPECTION PROGRAM

',iSPECTION 
CHECKLIST

Chapter 3, Command Procurements
Contracts

Evaluated by:

Suzanne Torres, OSSI
Assisted by:

Command:

Castaic l. F.
I oiv¡s¡on 

-l..,ll":l

Page 1of4

Date:

1212612008

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, ordefÌciencies noted in the inspections shall be commenled on via the "Remarks" section, Additionally, such

discrepancieõ andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or correctìve actìon(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspeclion" box shall be marked and only deficient items need to be re-inspeglud __

f, Executive Office Level

--' Foilow up Required:

X Command Level

! Voluntary Self-l nspection

I Yes X tlo
For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dolfar value?

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99?

g. ts ttre Office of Prirnary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

4. ls the performá ct sen,ices
and documented?

maintained?

a Rre letters tor contracts øcumented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

Lead lnspeclor's Signature:

\- /t ¡"'t(i l- it I

n ¡¡ln

X Yes tr ru¡n

<ô-ì
/ ;, Lr

i. ,' :'tI-

TD- Fdfbw-u p I n s pect¡ o nt-
I

Are all copies of correspon-denõä ù¡tn tfie venoor

X Yes

X Yes Eruo

I nln Remarks:

fl N/A Remarks:

E Nln Remarks:X Yes !No

X Yes E l.,lo fl N/A Remarks

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

a, nre all required lev-e-ls of a-pprovalislgn-¿ture oo-ta¡neo,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11 1,

Chapter 22, belore forwarding the CHP 78 or CHP
78A?

X Yes ENo Ivn Remarks

)9 -(r(

CllP 600F (Rev 09-08) Of']l 010

X Yes ENo n Nln Remarks:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
- IMMAND INSPECTION PROGRAM
r,..SPECT|ON CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated stad date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

lOJs att wo* cornpteted and accepted by the
Department before expiration of contract agreement?

1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes INo E ¡¡ln Remarks

X Yes ! t¡o fl N/A Remarks

X Yes I t'lo fl N/A Remarks:

X Yes I ruln Remarks:

Page 2of4

'13. Are contract expenditures
are sufficient funds to pay
as required by contract?

monitored to ensure there
for all services rendered [] ru¡n Remarks:

I tlo T N/A Remarks:

X Yes

X Yes
14. Does the requestor verify the contractor has fulfilled

all requirements of the contract before approving the
final invoice?

15. ls the final invoice identified and approved, as
appropriate and fon¡varded to Fiscal Management
Section for payment?

'16, Are all applicable form sections of the CHP 78
completed?

17. Do emergency contracts document and justify a

X Yes ENo n N/A Remarks

X Yes

E Yes !No

n ruln Remarks:

X N/Asudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or rmpairment of life, health,
property, or essential public services?

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes E f.¡o T ru¡n Remarks:

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

f] ttlo Remarks:X Yes

20. Are contract amendment request dollar amounts
increased more than 30%?

CllP 68CF (ftcv 09-08) OPI 010

Yes nruo

I n¡e

Remarks
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

^?MMAND INSPECTION PROGRAM
,'.SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

2l ls the length of the contract amendment request
more than one year?

22 Are amendrnents requested before the expiration of
the original contract?

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

24 Do conference room rental costs exceeding the $500

E Yes I ¡lo X N/A Remarks:

per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

E ves I tlo

I Yes I l.¡o

f ves I tlo

X ul¡ Remarks:

n Nln Remarks

Remarks

Remarks:

Remarks:

Janitorial contract for Castaic is

through the Newhall Area office

ZS. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerorint
checks and driver license checks conducted for all of
the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
lnstructor Services (on-site)
Janilonal Services
Consulting Services

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera l/ìaintenance and Repair
(3) Carpet lnstallation
(4) Diesei Generator Maintenance and Repair
(5) Dishwasher Mainlenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Fxtinguisher Service
(8) Garage Door Maintenance and Repair
(9) GraphicArts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine l\,4aintenance and Repaìr
(13) Painting Services (inlerior of facility)
(14) Plumbing Services
(15) Scale lrlaintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Telev¡sion Equipment Maintenance and Repair
('1 9)Uninterruptible Power Supply Maintenance and Repair

(l)
(2)
(3)
(4)
(5)

X Yes Iruo

X Yes I tlo

X ¡un

X ruIE

I N¡n

CllF 680F (Re? 09-08J OPI 010
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STATE OF CALIFORNIA
,DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

- IMMAND INSPECTION PROGRAM
¡,,.jPECT|ON CHECKLIST
Chapter 3, Command Procurements
Contracts

X Yes INo
27. Are all driver license and fingerprint information

fonvarded to Contract Services Unit (CSU), along
with the contract number for retentron after
Commander review?

28. ls CSU advised by the command to determine if
adverse information discovered rs grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s

personnel)?

29. Are all invoices, records, and relevant documentation
maintained for three )¡ears after the final payment of
the contract?

30, ls a log sheet maintained
related to the contract?

for a diary of activities

31. ls a computer file prepared for all contracts
administered?

ls a spreadsheet prepared listing all expenditures?

33. ls the notification to the contractor documented for
the start date for services to begin?

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02,1)

36. Does the contract file contain the STD. 4 Contractor
Evaluaiion form for consultant contracts?
(SCM Vol. I Ch. 3, Section 3.02 5)

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch 4, Section 4.09)

! ruln Remarks:

X ¡lo n N/A Remarks:

D t¡o n ¡lln Remarks:

nNo ! N/A Remarks

XNo Remarks:

Remarks:

Remarks:X Yes [] t¡o

X Yes trNo

Yes []No

Remarks

X N/A Remarks:

! Yes I t¡o X ivn Remarks:

I nln RemarksI Yes E tlo

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for E Yes
personal service contracts? (GC 19130 & SCM Vol.
Ch 7, Section 7 05)

39, Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol I,

_ Ch. 4, Section 4.0!l_

CIP 6B0F (Rav 09-08) OPI Ol0

! trlo X uln Remarks:

n nln

[] ruln

f ru¡n

I N/A

E Yes X t¡o tr N¡n RemaÍks
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGR,AM
.3PECTION CHECKLIST

\,, rapter 3, Command Procurements
X-Number Program

:: : :: ::- 
--=::: 

-- 

: : 
=-: 

-=: : :: : : :: : : :: - ::: ::::= : :: :: ::: :: : :- 
= - 

t

INSTRUCTIONS; Answerindividual ìtemswith"Yes"or"No"answers,orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or defÌciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or defÌciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore,theExceptionsDocumentshall lncludeanyfollow-upand/orCorrectiveaction(s) taken, lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

INSPECTION

n Division Level

[l Executive Office Level

Follow-up
f ves

Required:

I Command Level

! VoJuntary Self-lnspectlon

nspector's Signature:

)'.t,,,,.,)

Tn-rolow+p lnspect¡ont_fruo
For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit?

2. Does all X Number file documentation contain the
STD, 204 Payee Data Record?

3. Do X Numbers requiring a contract (i,e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

4. Are X Number requests made prior to the date the
services are peformed?

5. Are X Numbers issued for a one-time use?

6. Are profriU¡teO serv¡ces perforrneO using an X
Number?

7 . Are X Numbers used for the procurement of a
service and not the purchase of a commodity?

B, Are X Numbers lssued for telecommunications
related services pre-approved by
Telecommunications Section?

- g.oo X ¡¡umOers used-for fac¡lities relateo servic-e-s- 
-

(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate

I tlo n ¡un Remarks

nNo I N/A RemaÍks

X Yes INo NiA Remarks:

I Yes X ¡¡o I ruln Remarks

X Yes nruo T N/A Remarks:

n Yes f ¡lo x N/A Remarks

n Yes X ruln Remarks

XNo D Nte Remarks

Remarks:
(See attached memo)

Remarks: All facility x numbers are
approved through Facilities Sectron

/) 2'i-

CHP 6B0F (Rev 09-08) OPI 010

X Yes

D ¡lo

n nln



Page 2 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM- ÎPECTION CHECKLIST
r-. râptêr 3, Command Procurements
X-Number Program

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nNo fl N/A Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes fl ruo X ¡un Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

n Yes X t'¡o nnn Remarks:
(See attached memo)

14. Do emergency service X Numbers document and
justify the emergency? X Yes nno E ruln Remarks:

15, ls the itemized invoice for each X Number service
maintained in the command's files? I Yes INo n nln Remarks:

CHP 680E (Rev 09 08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENI OF CALIFORNIA HIGI-ÍWAY PATROL

NOMMAND INSPECTION PROGRAM.JPECTION 
CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the "Remarks" section Additionally, such

discrepancies and/or deficiencies shall be docunrented on an Exceptions Document and addressed lo the nexl level of command.
Furthermore, the Exceptions Document shall include anyfollow-up and/orcorrective action(s) taken. lf thisform is used as a Follow-up
lnspeclion, the "Follow-up lnspection" box shall be marked and only defÌcient items need to be re-inspected

Dit/isbr -IruLm¡er: - 

-
Southern Division I

TYPE OF INSP

n Division Level

! Executive Office Level

X Command Level

tr Voluntary Self-lnspection

,(

\ -t" ) tt -'r('1-,/wi)Ll'U

nspectols Signature:

X Yes INo

\,1
tf tii ¡

Remarks: Recently requested bY

Division

Follow-up Required: Follow-up lnspection

Yes No

For applicable refer to: HPM 11.2, Chapter 3

1, Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of
lnterest Statement, Em

2. Are STD. 21 Drug Free Workplace ceftifications
maintained within the Cal Card command file for
each vendor utilized?

3 Are STD 204 Payee Data Record forms maintained
in the Cal
utilized ?

Card command file for each vendor

4. Are California lntegrated Waste Management Board
Form 7 4 documents maintained for each vendor
utilized?

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
Generai Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

7 Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

8. Does the CHP 317 Cal Card Log fully descrrbe the
purchase?

9. Are bank statements reconciled with the CHP 3'17
Cal Card Log and the receipts/invoices?

n ru¡n

I Nin

T N/A

E l.¡o n ruln

!No

Eruo

I ¡r¡e Remarks:

I ¡lln Remarks:

X ¡lo I ru¡n Remarksr

tr t¡o [] N/A Remarks:

Remarks:
(See atlached memo)

Remarks:
(See attached memo)

Remarks: Form 74's are received
with office supplies.

I Yes

I Yes

X Yes

X ves

X ves

n ves

X Yes

X Yes

CHP 680D (Rev 09{8) OPI 010

nruo T N/A Remarks,
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

NOMMAND INSPECTION PROGRAM
JPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes n ¡¡o E ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintaíned with the bank statement? ffi Yes ! tlo D rutn Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo n ruln Remarks:

13. Are CalCards maintained in a secure area?
X Yes INo n N/A Remarks:Calcards are locked in the

OSSI's desk.

14. Are Cal Card purchases pre-approved by the
commander? X Yes nNo n ruln Remarks:

15. Have all cardholders received training on the
Department's procurement processes? [] Yes X tlo fl rurn Remarks: One new card holder has

not received training,

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! ves X tlo [] ruln Remarks:

CHP 6BoD (Rev oe{B) OPI 010



Suzanne Torres, OSSI
AssÌsted by:

Page

Date:

1212612008

1of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL. ?MMAND INSPECTION PROGRAM
...SPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Fudhermore, theExceplionsDocumentshalf includeanyfollow-upand/orcorrectiveaction(s) taken, lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected

TYPE OF INSPE

E Division Level

X Executive Olfice Level

X Command Level

! Voluntary SelËlnspection

lnspector's Signature:

i
I

\ ) /,:'t( t /x tr (
l./\-/

'-/tl /: ¿ '-'t {;5.:-t

Follow-up Required:
EYes Xruo E rollow-up lnspection

For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

2 Have Approvers/reviewers of purchases received
procurement training?

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions
prepared for commodity items obtainable from
different suppliers or from diflerent statewide
commodity contracts?

5. ls all required information entered on the CHP 43,
Purchase Requisition?

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes n ¡lo

E ru¡n Remarks:

DNo n N/A Remarks:

X t'lo tr ru¡n Remarks

X tlo tr N/A Remarks:

T N/A Remarks:

fl N/A Remarks

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

Remarks The area has not needed
to expedited any purchases of goods

n 2 ?-¿t¿P

E Yes

! Yes

X Yes

CHP 680C (Rcv 09 08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL- IMMAND INSPECTION PROGRAM
r¡.SPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8 Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

g.-Are the CHP 43f,urchaÈè nequ¡s¡t¡ons,
competitively bld?

10 Does the CHP 315, Price Comparison Worksheet,.----
document at least two price quotations?

tr Yes

X Yes

INo X Nrn

! N/A

nvn

Remarks: The area has not
purchased specialized items.

INo Remarks:

X Yes

X Yes

D tlo Remarks:

Remarks:
11, Are Limited Competitive Bidding purchase requests

that limit or restrict the purchase to one specific
brand or modeljustified and tn compliance with SAM
3555?

nNo n rule

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555 3?

X Yes I t'to !vn

Remarks
13. Do Non-Competitive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes n ¡lo X Nrn

14. Are items checked immediately for content and
damage when delivered?

'15. ls the "receivefüopy" of the purctrase ordei- - 
-approved, dated, and forwarded to the Fiscal

Management Section (FMS), Account Payable Unit
within three business days of receipt, if all items are
accepted?

-JO.-nre treig-nt año/or packing siþs attacned to the
received copy of the purchase order and sent to
FMS?

- 17.ls FMs-prov-ided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

-- 18.ls tl're ong-inal "received copy" retained by the-
command for completion and forwarding to the FMS
when th e complgle_ 9l1pm !!!.1!_!g!glyg L__ __

tS Are O-elrvereO by cornmon ôarr€r --
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

X Yes

I Yes

I Yes

X Yes

X ves

XNo

Eruo

XNo

! tlo

I t¡o

INo

I ruln

tr ruln

I N/A

I ruln

E ¡un

I ru¡n

Remarks:

Remarks: When a Purchase c

not received, a signed coPy of
is sent in its place,

Remarks: Freight and packing
are attached and kept with the
copy of the CHP 43

Remarks: FMS is provided a

the purchase order or CHP 4

indicating which items have I

received, dated and signed

Remarks:

Remarks

CHP 6¡lCC (Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL- -)MMAND INSPECTION PROGRAM
TTTSPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

n Yes !No X ¡un Remarks:
The facllity has never cancelled a

purchase requisition.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes nruo n N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes nruo ¡ N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

X Yes ! ¡lo nvn Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
lPublic Contracts Code Section 10329)

E Yes x t'lo nvn Remarks:

Cl lP 680C (Rev 0948) OPI 010
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STATF OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command

Baldwin Park
l'ì¡pected by
qeI-qeant Miles lng ra h?!l_ 12101t2008

: i= -:=='::=--====:==:==_:===:===:=:::::=:::::===:=1ì====-==:::::::==-======::- ======= --:

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspeclion in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document
shall be routed to and its due dale. This document shall be ulilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective actlon plans, and may be used to appeal fìndings. A CHP 51 lVlemorandum may be used il
additional space is required

I rYPE oF ms;;.trt
fl Division Level X Command Level

I Executive Office Level

X Corrective Action Plan

I Appeal lncluded

E Attachments lncluded

Follow-up Required.

E Yes X tlo

Fon¡lard
Southern Division

Due Date:

or' s C o m m e nts Begg{¡g_lrygyelrf e--p_Eçlpgs :

The Baldwin Park Area has an Administrative Sergeant that handles the
related and facility related requests when required. The office Manager
number requests and cal-card purchases. ln addition, the Baldwin park
officer who is a designated Cal- Card purchaser.

majority of X-number field
handles clerical related X
Ai-ea has a General Support

Cha r lnspection:

Su gggsllons for Statewide lmprovement:

has no suggestions for improvement as the Department has already implemented
scheduled procurement trarnrng.

The Baldwin Park
ReDS training and

i I nspe_ctg/s f ind ing_s,._ ___

It was discovered that some of the Baldwin Park personnel involved in the procurement process had
received informal procurement training but had not attended formal procurement training, and some of
them were actually reviewers and approvers of documents, Coincidentally, a formal training class was
being scheduled by headquarters personnel for the near future, lt is the lnspector's recommendation
that all personnel involved in the procurement process attend the upcoming training session.

Ctll'ti80A (Fev 09-OBl OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 12t01t2008

The Baldwin Park Area concurs with the findings outlined on the Chapter 3 Command procurements
Exceptions Document.

i_ I n s p e-cto r's C o nr m ö n ts ' --
The lnspector agrees with the Commanders response.

Corrective Action Plan/Timeline

All Baldwin Park personnel involved in the Procurement process shall attend the upcoming procurement
training being put on by Headquarters personnel in the near future.

Note: All Baldwin Park personnel involved with X-Numbers, Cal-Cards, etc (reviewers and approvers)
including backups attended Procurement training at LARTMC on February S, ZOOg,

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Chapler
3

12101t2008

Commander's Basis for Appeal;

ApægL!çview/Decision: (rhis 
"n"ttø" 

tn -

¡,,, / ,q

CllP 690^ (ttcv r.)9-08) OPt 010



S IA IE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
ìPEGTION CHECKLIST

u¡'rapter 3, Cornmand Procurements
X-Number Program

Comnrand:

Baldwin Park
F.valuated by

Sg! M lt_g¡al¡tm
Assrsted Þy

Sgt H Castillo

D¡visron

Southern

Page I of 2

I Num'¡er

,{¡- b u-,rt{, l'Y
I Date 

I

I 12t01t2008 I
l_ I

¡ Date 
I

| 12t01t2008 l

lNSl RUC IIONS Ansvyer indlvidual itenls with "Yes" or "No" answers, or fill in the blanks as rndicated, Any disctepancres wilh poltcy,

applicable legal statues, or cJefciencies noted rn the inspections shall be commented on via the "Remarks" section Addilionally, such

discrepancies and/or deficiencìes shall be docurnentcd on an txceptions Docurnenl and addressed to the next level olco¡ntrand
Furlhermore, the Exceptions Docurne¡t shall include any follow-up and/or corrective action(s) taken lf this form is used as a I-ollow up

.lll:lç.rl"r:t.L. 'lorloy-rp rnsp99!9" !!!'lgllq.!r?4"d ro. ,9.1t9{19'9i!!9ry1"^u9 l_q 
bq'g:in:ry:t"d

INSPICTION

fJ Divisron Level

E Executive Office Level

Follow-up Required:
ll Yes E ruo

X Command Level

I Voluntary Self-l nspection

! t'lo

[]ruo

fJ tlo

E trlo

Remarks

[-J Fotlow-up

For applicable poficy, refer to: HPM 1 1 1, Chapter 23

1 Are multiple X Numbers awarded to the same vendor
to crrcumvent the $4,999 contract limit?

ooes állx Ñumuér rileãocumertatron coñtain tne -

STD 204 Payee Data Record?

Do X Ñumbeis requ-irng a contraõt (¡ e jãnitorialor
landscapìng) have prior approval from the Business
Services Section commander?

Are X Number iequests made pr¡ci to the date the
servrces are performed?

5 Are-XJ.,]u-mUers issue d rorÀ one-t¡r¡-e usèÞ

Áre þionrorieo sÑiòes perfonned úsrng an X
Number?

-Rre 
,k |um¡erã useO ior the-procurem-ent of a

service and not the purchase of a commodity?

B Are X Ñumberi 
'ssueà-for 

teleór¡muntcatrons
related services pre-approved by
Telecomrnunicalions Sectíon?

I Do X Numbãrs used tor facl:ileJrelut"d services 
-

(such as roof repair, electrical) costing over $1 000
have prror approval from Faciltties Section?

10 Do X NumberJistued for lapsed contractual
agreements have prior approval by the approprtate
Assistant Commissioner?

n

E

Yes

Yes

E nln

3

n

X

N/A

N/A

L-l N/A

Remarks

Remarks

Remarks

Remarks

Remarks

Rern a rk s

Remarks

Rema[ks

Rernarks

6

1

[] Yes

L-l Yes

I Yes

ffi ves

E Yes

!No
E ¡to

f] tlo

DNo

fl Nrn

n N/A

fl rurn

fl ve

fl N/A

íìllrr ri¡lcl- {lìe! 09 U'JrOI'lol0

EJ ves T N/A



Page 2of2
SIATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
ìPECTION CHECKLIST

unapter 3, Command Procurements
X-Number Program

11 Do all X Numbers awarded to a non-small business
vendor contain three price quotations?

12 Do altX ruurn¡eilawarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21

Drug Free workplace certificatíon for X Number
vendors?

14 Do emergency serv¡céT Numbers document and
justify the emergency?

'15 ls the itemized invoice for each X Number service
maintained in the command's files?

I ves

X Yes

[] ttlo

ENo

X Yes

X Yes ffruo

tr N/A Remarks

n ¡un Remarks

I ¡lln

[] Nln Remarks

lf not, justification box rs
rgrp]glgd

Remarks:

Yes. Only after original use of

vendor.I

I

I
I

X Yes [J tlo I ruln Remarks

Cl lf) 6U0L (Re? 09-0BJ OPI 010
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STAIF OF CAI IFORNIA
DEPAR]MENi OI CALIFORNIA IIIGIÌWAY PATROL

^îMMAND INSPECTION PROGRAM
.,.JPECTION CHECKLIST
Chapter 3 Command Procurements
Cal-Card Program

Comrnànd J Drvision

Baldwin Park I So_uthern
Evaluated by

Sgt M, lngraham
Assrsted by
qg_t, ! _C"s!!Lo

'),)'-,
008

008

','''Y

INSIRUCI IONS Answer individual items wilh "Yes" or "No" answers, or till in the blanks as indìcated Any drscrepancies with policy,

applrcable legal slatues, or deficiencies noted in the inspections shall be commented on via the "Rernarks" section Additionally, such

discrepancies andlor deficicncies shall be documented on an Exceptions Document ar-rd addressed to the next level of command

Furlhermore, llre Exceptions Document shall include any lollow up and/or corrective action(s) taken lf this form ìs used as a [-ollow-lrp

lrrspection, the "Follow-up lnspection" box shall be markcd and only deficierrt items need to be re-inspected

I YPF OF INSPECTION

l-J Drvìsion Level

fl Executrve Office Level

Follow-up Required.
fJ Yes X ruo

For applicable poltcy, refer to

X Command Level

! Voluntary Self-lnspection

I E rolow-up lnspection
Il_
HPM 11.2, Chapter 3

,,i

4

nre ail empfoyeàs assoclated wittr tfre usé of-the Cai-
Card program complt:ting the CHP 7BS, Conflict of

þ!ere_s! Statemenl Emptgyge, fo¡rp?
Are Sl'D 21 Drug Free Workplace certifications
marntarned within the Cal Card command file for
each vendor utilized?

Are Sl D 204 Payee Data Record forms maintaìned
rn the Cal Card command file for each vendor
utilized ?

Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

lf the vendor is a small business or DVBE ¡s utilizeC
is the certilication letter frorn the Department of
General Services maintained in the file?

Wheñ iarr and reasoná¡le rs utilizeci, ,s lhã tair a'ï
reasonable method docunnentcd and properly

.¡ustrfied'1

Does the CHP 3'17 Cal Card Log fully describe the
pu rchase?

Arc bank statements reconcileð wrth the CH? 317

Cal Card Log and the receipts/invorces?

E Yes

[X ves

E Yes

Il Yes

ffi ves

X Yes

E t¡o

ENo

[] tlo

XNo

|] trto

ll trlo

Xruo

[]No

[] ¡lo

n ru¡n

¡ N/A

E rule

! N/A

E N/A

fJ Nrn

[-] ru¡n

Dale

iz z7

Remarks

Remarks
On file wtth 7Bx files and
vendor lists

Remârks

On file with 7Bx files and
vendor lists_

Remarks

Remarl<s

Remarks

Remarks

Rema[ks

Remarks

t

7 Are pir rchases sp iiinto multrple transacttons n ord
to c rcumvent transactlon purchase I mits?

ll vn

D ¡lln

I



STATE OF CALIFORNIA
DEPARTMENT OF EALIFORNIA HIGI-IT/VAY PATROL

^?MMAND INSPECTION PROGRAM
...JPECTION CHECKLIST
Chapter 3, Command Procurements
CaÞCard Program

10. ls the CHP 317 C¿

and maintained?

13.

I

-l
I

I

I
I-l
I

--l
I

__l

maintained in a secure

CllP 6BOD tlìev 09-08) OPI 010
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STAI'E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PAI-ROI

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Commanci. I D¡v¡sion
I

Qqldy4n P_a¡k l_Southern
Evaluated by

qgj M lngraham
Assisted by

Sgltl Castillo

)
ìç
Y, 

,(

INSTRUC tIONS: Answer indiviclual items with "Yes" or "No" answers, orfill in the blarrks as indicated Any discrepancies wtth policy,

applicable legal stalues, or deficiencies noted in the inspections shall be comrylented orr via the "Remarks" section Addilionally, suclt

discrepancies and/or defioencies shall be documented on an Exceplions l)ocumelrt and addresscd to the ncxt level of oommand

Furthermore, tlre Excepti<.¡ns Docelment shall include any follow-r-rp andlor corrective actton(s) taken lf lhis forrn is used as a ['ollow'up

lnspectiorr, the Follow-up lnspectron" box shall be marked and only deficient itenrl_ryeO tg_!1ryi1jp,""1"1__

IYPE OF IN

fl Divrsion Level

f] Execulive Office Level

Follow-up Required:

[_J ves X ruo

X Command Level

! VolLrntary Self-l nspection

t
I f I Follow-un lnsoectionl-

s Signature

For applicable policy, refer to: HPM '1 1.2, ChapTer 7

nie pãrtlcipanis in tñe procureme-nçrocess at thJ
command level familiar with the related policies and
procedures for purchasing?

Have ApþrwersTreviewers of pu rchases received
procurement training?

Are flrohibìted items proculed on cHp ¿s Purðhases
Requisitions?

Supplies for personally - owned equipment
Commodities for personal use
Confirming order

4

. Purchases via the internet

Are separãte õtlp 43s, Puichase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodtty contracts?

ls alrequrred rnformation enteie? on the CHP 43,

Purchase Requisition?

Ãre the CHP 43 Purchase Requisitions, numberecl
consecutively starting anew at the beginning of each
frscal year (JLrly '1)?

Are exþed-ited requests for thJpurchase of gõods
forwarded to the Asslstant Commissìoner, Staff, for
approva l?

E Yes

E Yes

D Yes

[E Yes

ffi ves

I Yes

[_j Yes

fl t¡o

fJ tro

X tlo

ENo

!vn

fl N/A

tr ¡u¡r

[J N/A

Rema rks

Remarks

Renra rks

Remarks

Rern a rk s

No expedited requests

L l r'lo

I t'lo

fl rure

[-J Nrn

[tJ rurnfl No



SIATE OF CALIFORNIA
DEPARTMENT OF CAT.IFORNIA HIGHWAY PA IROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B Do specialized items purchased
and/or OPIappropriate Division,

g nrá ifre c¡pæ, Þurchäse nequisitr,cns
competitively bid?

[)oes the CHP 315, Price Comparison Worksheet,
document at ieast two price quotatrons?

Are L rmit-e-d Conrpetrtrve SiOOrng purchase tequests
that limit or restrict the purchase to one specific
brand or modellustified and in compliance with SAM
3555 ?

12 Are Limited Competitive aOOing-purchase requests
for items that rnterface with existing departmental
equipment in compliance with SAM 3555.3?

13 Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

contain the
approvals?

for content and

Yes

Yes

X Yes

X Yes

X Yes

X Yes

fl ¡lo

tI

f_l tlo

INo

fJ l.lo

X

X

fl N/A

No

10

11

fl N/A

fl rurn

[] ¡lln
I

I

Yes N/A

! Yes fJ No X rurn

14

15

Are items checked immediately
damage when delivered? X Yes tr ¡to fl ru¡n

fJ N/A

X Yes []no

X Yes INo I r¡a

ß

tt

ls irre "rec-eiveo õopy'' oltne'þurchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS) Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Are freight and/or packing slrps attached to the
received copy of the purchase order and sentto
FMS?

ls FMS provided a photocopy of ihe purchase order
and any approved freight or packing slìps as
acknowledgement that a portion of the order has
been received?

18 ls the original "received copy" retained by the
command for completion and fonnrarding to the FMS
whqr t[q qollp lg!9 s¡]pr¡gn.|¡s 199_e iv s!?
Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

fl rurn

f] Nln
19

ENo

Page 2of3

Remarks

Remarks

Rernarks

Rcmarks

Remarks

Remarks

Remarks

Rernarks

Rernarks

Remarks

Renra rks

Remarks:
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SIATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unlt (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a comrnodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Z-qre open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

! Yes

E tlo

nno

Il ¡lrn

X nln

Remarks

Remarks:

None are currently open.

22. Are copies of the purchase requisitions and purchase
orders maintaíned for three years after payment?
(SCM Vol. ll, Ch. '11, Topic 4)

X Yes []no E ¡ln Remarks

23 Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 1'1)

X Yes E rvo [] ru¡n

n ruln

Remarks:

Remarks:
2?. nre purcnase oroers ã--pl'rt to evade competitive

bidding requirements or to circumvent the
Department's delegated purchase authot'ity limits?
(Public Contracts Code Section 10329)

n Yes X tlo

Cl lP 6B0C (Rev 09 0B) Of')l 010



S |ATE OF CALJI'ORNIA
DEPARTMENI' OF CALIFORNIA I IIGI-IWAY PATROT

IMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

I SgL t-t Castillo

Drvrsron

Southern

Page 1 of 4

6 t.>t
12t0112008
)ate

12t01t2008

I

rl,,!r
i

I

I

i

_- I : :-- -= -

INSTRUCTIONS' Answer individual itenrs with "Yes" or "No" answers, or fill in the blanks as indicalcd Any discrepanoes wrth policy,

applicable legal statues, or deflciencies noted n the inspections shall be commented on via the "Remarks' section Additionally, such

discrepancies and/or deficiencies shall be documenled on an Exceptions Documenl and addressed lo the next level of command
Fr-lTtherr¡ore, the Exceptions Document shall include any follow-up and/orcorrective action(s) taken lf this form is used as a Follow-up

lnspeclion, the "Folfow-up lnspectron" box shall be marked and only deficient items need to be re inspected

! Divlsion Level

I Executive Office Level

X Command Level

fl Voluntary Self-l nspectron

Follow-up Required:
[_l Yes X ¡¡o

For applicable policy refer to: HPM 1 1.1, Chapler 22

1 ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive regardless of
the estimated dollar value?

2 ls a CHP 7B Contract Request used for one tinre
services exceeding $4,999 99?

tstneÓf f iceor-primaiylÌieres(Õpl)traðkìng
numbering beginning with the requesting command
three-digit location code used, followed by CP' for

santrcçlpe_yq!1q listed on the CHP 78?

3

ls the perfornrance of contract services monitored
and documented?

Are all copies of correspondence with the vendor
maintained?

ArcGtters for contracts oo"umeñted ani märnlained
which outline any problems related to substandard or
non-performance of the vendor?

ls the final product tc be delivered ciescrrbed
specifically and rn as much detail as possible in the
CHP 78?

iì /\re ali rcqtrirerl ri;r.,els of a¡r¡rrovali s glat,-tre i-,btatlre,J,

including the requrred documentation and approvals
for expedite and emergency contracts per HPM '1 'l 

1

Chapter 22, before forwarding the CHP 78 or CHP
7BA?

Remarks

Remarks

Remarks

Remarks:

Tow Contract specific

Remarks:

Rernarks

No problems
expenenced.

Remarks

;-o

fJ ru¡n

[] nrn

ll N/A

n nrn

[J ¡r¡n

! N/A

Lead lnsptctor's

ll.e rn a rk s



STATE OF CALIFORNIA
DEPARTIVIENT OF CALIFORNÍA HIGI-IWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Conrmand Procurements
Contracts

9 Are requesli for contrãct services less tl-Lan sii
months from tlre anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10 ls ai work cômpieted ano acc$teo uv tne
Department before expiration of contract agreement?

Are contract services performed according to the
qLrality, quantity oblectives, timeframes, and in the
manner specrfred in the contraci (e.g , review
progress reporis and interim products)?

Are involces foi päyment rev¡eweã ão approveo to-
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

X Yes

X Yes Ll l.lo

[lruo

ENo

11

12

X ves Iruo

t glre cõntract expe-noiluies monitored to e¡sure there
are sufficient funds to pay for all services rendered
as required by contract?

14 Does the requestor verify the contractor has fulfilled
all requirements of the contract before approvtng the
final rnvorce?

15 ls the final invoice identified and approved, as
appropriate and fonryarded to Ftscal Management
Section for payment?

16-Are all applaãulelórm sections of tl-re ÓHÞ zB

completed?

17 Do emeçency contracts document anO-¡üitity á-
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to

mitrgate the loss or impairment of life, health
property, or essential public services?

1B Are all employees associatecl with the manaþement
of a contract completrng the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

'19 Are problems concèrning the contraõtor's
peÍormance fully documented in writing and made a

part of the contract manager's contract file?

20 Are contract amendment request dollar amounts
increased more than 30%?

X Yes INo

LJ t'loI Yes

X Yes INo

X Yes nruo

! Yes fl t'¡o

X Yes

X Yes Ll No

Ives I Xfo
(;Ifr 6¡lí)t ll{0r {19 o8) OI',: LlliJ

fJ rurn

Eve

L_] rura

!
N/A 

I

I

r.un 

I

I

N/A I

;^l
-l

t,^l

-l
N/A I

I

t,^l

N/4 
I

T

tl

{]

rl

tJ

X

T

t_l

tl

Page 2of4

Remarks

Comes from Sacramento

Rern arks

Rerna rks

Rern a rks

Remarks

Remarks

Rema rks

Remarks

Remarks

Rer¡ra rks

fìemarks

lwo Contracts onlY

Remarks
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STATE OF CAUFORNIA
DEPARTMENT OF CALIFORNIA HIGI]WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 ls the
more

22 Are
the

amendments requested before the expiration of
original contract?

E Yes X t¡o

X Yes E tlo

! Yes X l.lo

Evn Renrarks

I Nln

[J rura

X ru¡n

X ruln

X N/A Remarks:

Remarks:

Tow Contract only.

Remarks

Remarks:

None rented

Remarks:

CHP janitor is not a

service.

aa ls a service contract on a CHP 78, ConTract Request
i nitra ted for a ny commercial meetin g/conference
room rental which is expected to exceed $4,999 99 in
total cost?

24 Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner Staff?

Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopler Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultrngServices

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm lVloniloring
(21 Camera Maintenance and Repair
(3) Carpellnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance anci Reparr
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/LÌnen Servlce
(12) Office Machine Maintenance and Repair
(13) Painting Services (inlerior of facility)
(14) Plumbrng Scrvices
(15) Scale Ma¡nlenance and Repair
(16) Steam Cleanrng Services (Carpet, not scales)
(17) Telephone Servrces (cellular, satellite, and regular)
('18) Television Equipment Maintenance and Repair
(1 9)Uninterruptible Power Supply Maintenance and Repatr

,5

! Yes nruo

[] ¡loD ves

n Yes INo

(lllf' 680¡ (llt:v O9 0B) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 Are all driver license and fingerprint lnformation
forwarded to Contract Services Unit(CSU) along
with the contract nurmber for retention after
Commander review?

- Zã ts CSÙ advised by the command to deteimine lf
aclverse information discovered is grounds for
canceling the contract (i.e , adverse driver license
and/or criminal hlstory infornration is received
regarding the contractor or the contractor' s
personn el)?

29. Are all invoices, records, and reievant documentatron
maintained for three vears after the final payment of
the contract?

30 ls a log sheet rnaintaìned for a diary of activities
related to the contract?

ls a computer file prepared for all contracts
administered?

ls a spreadsheet prepared Iìsting all expenditures?

ls the notification to the contractoi documented for
the start date for services to begrn?

ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Do consultant services contracts of $1 000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol I Ch 3, Section 3 02 1)

36 Does the contract file contain the STD 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol l, Ch 3, Section 3.02 5)

37 Does Contract work only begin after approval of the
final contract? (SCM Vol '1 Ch 4, Section 4 09)

38 Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCIVI Vol I

Ch 7 SectionT0S)

39 Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,

Ch 4, Section 4 09)

l:) lr:ìêa)r 'tì!, lr9 a¡lr (ilr l/ri)

a4.) I

33

34

35

fl Yes

E Yes

X Yes

I Yes

I Yes

X Yes

X Yes

X Yes

E Yes

I Yes

X Yes

X Yes

fl ves

I t¡o

INo

I ¡lo

tr ¡lo

X tlo

[] trlo

Ll No

E ¡lo

! ¡lo

f] ¡to

f.l ruo

INo

Xruo E N/A

Page 4of4

R e nra rks

Remarks

Remarks

Remarks

Remarks

Rernarks

Remarks Yes
By letter Copy kept on frle

Remarks:

Remarks:

Remarks:

Remarks

Remarks

X ¡un

fl N/A

X ¡yn

I ¡lin

Evn

Dvn

D N/A

X ¡,1¡a

Xvn

[ l nln

I tuR



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

,-;;;;;;;;;;;'".;ffiñ*ï;ïî;ì"=,'*-'="i*_ïffi 
=;:;ñ;ì,-";Ì.i;;ff.*=.*,il=**nunlber of the inspection in the Clra¡:ter lnspection nurnber. Urrder "Forward to:" enter the next level of command where the document

shall be routed to and its due date. Tlris document shalf be utilized to document innovative practices, suggestions for statewide
improvenrerrt, identified deficiencies, corrective action plans, and nray be used to appeal findings. A CHP 51 Memorandum may be used if

additional sf¡ace is required.

None.

Çorì-ì¡'nano:

Antelooe Vallev
DivÍs¡on:

Southern
Chat)têr:

3
lnsÞected by:

Lt. A. Witmer/OSSI Havworth
Dale:

1t1212009

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

fJ Corrective Action Plan lncluded

tr Appeal lncluded

! Attaclrments lncluded

Follow-up Required:

!ves Xruo

Forward to:
Soutlrern Division

Due Date: Dec 10, 2008

Date:
2t19109

lnspecior's Comments Reqardinq lnnovative Practices:

Command S tlons for Statewide lm ment:

None.

NS tor's Findi

Contracts Program: All contracts are administered by Headquarters. The Area does oversee the work
of the contractors for the HVAC system and for the landscaping, There have been no problems with the
work being performed by the HVAC contractors. lssues regarding the landscapingimaintenance are
discussed with the landscaper and immediately resolved,

X Number Program: The Area's X-Number program was found to be operatìng within guidelines.

Cal-Card Program: The Area's Cal-Card Program was found to be operating within guidelines,

Purchases Program: The Area's Purchases Program was found to be operating within guidelines

Cl lP ô80/r (lìer. 09 0B) OPI 0í0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

by

11t1012008Lt. Andria Witmer/OSSI Hayworlh

Commander's Response:

None required.

I ctor's Comments:

None.

None,

0l1P 680/r (Rer. 0,q Olli OPt010



STATE OF CALIFORNIA
DËPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3
Lt. A, Witmer/OSSI Hayworlh

Review/Decision: This shall be the onlv level of

Daie:

,)- L { .-c.
s S¡gnâture (for appeal):

CllP 6804 (llev 09'0S) OPI 010
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STATE OF CALIFORNIA
;PARTMENI OF CAL¡FORNIA HIGIj\A/AY PI\TROL

,JOMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTf ONS: Arrswer irrdividual itelns with "Yes" or "No" answels, or fill in the blanks as indicated. Any discrepancies wit¡ ¡tolicy,
ap¡:licable legâl statues, or deliciencies noted in the irtspectiorrs shall be commented oll via tlre "Rernarks" lection. Additionally, suc-h
discr'e¡:ancies and/or deficiencies slrall l¡e documented on an Exce¡:tions Docurnent and addressed to the rrext level of command.
Fttrthermore, the Exceptions Documeni shall include arry follow-u¡r arld/or corrective action(s) taken. lf this forrn is usecl as a Follow-up

deljcient it_ejns need lo l)e re-inspected.

TYPE OF INSPECTION

I Division Level

f] Executíve Office Level

Lead lnspector's Signature:

K Command Level

fJ Votuntary Self-tnspection

Ëollow-up Required: -lErollow-up tnspãìlióñ

[_v_e_g_ _ X tlo

-_- LúeleslSlele!ll_q_n-1,_E_rwþy99.&!tú__-_
2. Are STD. 21 Drug Free Workplace certificat

¿ù -0

9. Are bank statements reconciled with the
Cal Card Log and lhe receipts/invoices?

Date:

\-

CHP 0B0D (Rev 09 0B) OPI 010

rs mariiäiiìêd i------
vendor I X v.t

fl no

D trto

D ¡to

fl N/A

Xrun

n ¡yn

Rerrarksl

Rerrarks: Ares uses venclors
approvecJ by Division who has this
documenl on fiie

Ren-ra¡ ks:

Ronrarks:
nent Board It-vendo¡' I X Yes Druo ü ruln

BE is utilized, I

tment of lXyes
?l [] ¡ro l_.lrrl¡n

lìe¡narks:

the fair and I

operly I I v.. DNo E ru¡n Renrarks: Area has rrol had need
use this.

rtions in order
s?

the

ll Yes

ffi Yes

ffi Yes
cHÞ 3ì-7 --l-

E ilo

!No

INo

ll N/A

üvn

Ivn

RGnìârks:

Rerrrarks:

Remarks:
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STATE OF CALIFORNIA

:PARTMENT OF CALIFOIìNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
INSPECTION CHECKL¡ST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 C
and rnaintained?

nre õreO ¡t ¡nvo¡cesTieiie ¡pts
maintained with t

12. Do non-itemized purc
document the purcha
quantity, and unit pric
the bank statenrent.

13. Are Cal Cal'ds ma

'14. Are Cal Card purchase
conlnander?

15. Have all cardholders
Department's procu t'r

16, Are item(s) purchaser
by departmental polic

al Card Log properly autlrorized
ffi ves ! t¡o I rurn Rernarks:

rs/receipts for returned items
he bank statement? n Yes nruo X ¡¡ln Remarks: No itenìs have had lo be

reIurned.

purchase receipts/ínvoices
'chase by listing the comrnodity,
price of the item(s) purchased on

rnt.

! Yes I trlo X NiA Renlarks:

intained in a secure area?

nases pre-approved by thö
X Yes lruo [-l ruln Rernarks:

X Yes !No Drun Renlafks:

ers received training on the
curement processes? X Yes E ¡lo ! ruln Rerrarks:

ased with the Cal Carcj prohibited
rolicy? X Yes Xruo fJru¡n Remalks:

CllP 680D (flav 09.0ß) OPI 010
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STATE OF CALIFORNIA
]PAIìTMENT OF CALIFORNIA HIGIIWAY PATROL

JOMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Com¡nand Procurenrents
Contracts

Evalualed by:
Lt A. Witmer,#11451

Officer B. Mo a, #10243

Date:
1t20toq
Dale:

.1t?Q!_08_.-_ ___

=::_::=:=::===:==-:1:::=--=:=::::.:---J:: 
::-==:::: :_---:i-:::-2-":'::==

INSTRUCTIONS: Arrswer i¡rdividual items wilh "Yes" or "No" answers, or fill in the blanks as irrdicated. Any discrepancies with policy,
applicatrle legal stalues, or deficiencies noted in the inspeclions shall be comnrented on via the "Renlarks" section, Additionally, such
discrepancies andior deficiencies shall be documenled on an Exceptions Document and addressed to the noxt level of conlmand
Fur'lhermore, Lhe Exceptions Document shall include any follow-up ândior corrective action(s) taken. lf this fornr is used as a Follow-up
lns¡rection, the "Follow-u¡r lnspectiorr" box shall be marked arrd only doficient ite-¡ns n_e-ed lo be re-ir'ìspected.

Lead lnspector's Signatu re:

f, Division Level

! Êxecutive Office Level

X Command Level

f, Voluntary Self-lnspection

Follow-up R ! Follow-up lnspection

Yes

For applicable policy, refer to: HPM 1 1.1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all
service corr'rracts wlrich are repeiitive, regardless of
the estimated dollar value?

2. ls a CHP 78 Contract Request used for one-iíme
services exceeding $4,999 99?

3. ls the OffÍce of Primary lnterest (OPl) tracl<ing
numbering lieginning with the requesting command
three-digit location code used, followed by "CP" for
contrqc!.pevable listed on the CHP 78?

4. ls the perforrnance of contract services monitored
and documented?

5. Are all copies of correspondence with the vendor
maintained?

6. Are letters for contracts documented and maintained
which outline any problems related to subslandard or
non-performance of the vendor?

lI tJo

! ves I Irlo

Remarks:

Rernarks:

Renrarks:

Remarks:

7 . ls tlre final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

L Are all required levels of approval/sigrrature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,
Chapter 22, bef ore lorwarding the CHP 78 or CHP
78A?

X Yes Remarks:

CHP 6rloF (Rov 0s.08) OPI 010

ffi ves I Irto T ru¡n Relnarks:
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STATE OF CALIFORNIA
1PARTMÊNT OF CALIFORNIA HIGIIWAY PATROL

JOMMAND INSPECTION PROGRAM
INSPECTION CHECKLISÏ
Chapter 3, Command Procurements
Contracts

CllP 68t,F (Rcv 09-08) OPI 010

ks: Area has not had short
contracts processe<l

Are requests for contract services less than six
months frorn the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

i,-iã alr rõik-cãrnpreGo ãnääCce¡e¿ o¡, tne
Department before expiration of contract agreernent?

i. ãre contract services pé¡iõiñéd àccording to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e 9., review
progress reports and interim products)?

l. Are invoices for payment reviewed and apprõveO"io -
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

ll ves

X Yes

Xl Yes

üNo

n ¡lo

n ¡lo

! ¡lo

fl ru¡n

XÌruln

fl N/A

[ ruln

Renlârks:

Re¡narks:
notice con

Remarks;

Renrarks:

]. Are contract expenditures nronitored to ensure there
are suííicient funds to pay for all services rendered
as required by contract?

K Yes ! tto tr ruln Renlarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nNo n N/A Ren¡arks:

15. ls the final invoice iderrtified and approved, as
appropriate and forwarded to Fiscal Management
Seciion for payment?

X Yes n ¡¡o f u¡n Renlarks:

16. Are all applicable form sections of ihe CHP 78
completed? X ves fl No n Nrn Relnarks:

17 . Do emergency contracts documenl and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action lo
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes tr ¡lo n N/A Rernarks

18. Are all employees associated with the management
of a conh'act cornpletirtg the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

ffi yes

X yes

[] Irto X ru¡n Re¡narks:

19. Are probìems concerning the contractor's
performance fully documented in writing and made a

part of the contract manager's contract file?
nruo n N/A [ìerîarks:

probleûìs'
perfonrran

2¡:-Ãre contract ame ilar anrounts
increased more than 30%? Yes [] tto X ruiR Rêmarl(s:

Area lìas no[ experienced
with contr'aclor
ìce.

Notìe requested.
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STATE OF CALIFOÍINIA
.IEPARTÀ4ENT 

OF CALIFORNÍA HIGHWAY PATROL

JOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Corïmand Procurements
Contracts

(1)
(2t
(3)
(4)
(5)

Avionics Maintenance
Helicopter Maintenan<
lnstructor Services (or
Janitorial Services
Consulting Services

26. ls a driver license check
limited ìo, all of the follot
the contractor and/or sp,
are scheduled to be on-t

(1) Alanìr and F¡re AlaIrn Mor

12) Carnera Maintenance anc
(3) Carpetlnstallatron
(4) Dìesel Generalor Mainter
(5) Dishwasher Maintenance
(0) Elevator Maintenance an(
(71 Fire Extinguisher Service
(8) Garage Door Maintenanc
(S) Graplric Arts Equiprnent ò

(10) Healing, Ventilation, and,
(11) Laundry/Linen Service
(12) Otlice Machine Mainlenar
(13) Pâinting Services (interiot
(14) Plumbing Services
(15) Scale Mairrtenance and F

(16) Steam Cleaning Setvices
(17) Telephone Services (cellt
(18) Television Equiprnent Ma

( 1 9)Uninterup{ible Power Sul

ls the length of the con
more than one year?

22. Are amendments requested
the original contract?

ls a service contract
initiated for any com
room renlal which is
total cosi?

24. Do conference room rental
per day limit have pre-appr
Commissioner, Staff?

Are California Departmerrt of Jusl
Federal Bureau of lnvestigaiion (

checks and driver license checks
the following types of agreement{

tracl amendment request
I ves XNo n Nlq Renlarks:

Rerlatks:
before the expiration of

ffi Yes fl l.lo I Nln

on a CHP 78, Contract Request
merciaì rneeting/conference
expected to exceed $4,999.99 in

rental cosrs e eding the $b00
e-approval from Assistant

t m e nT óJIl u s t i c-e ( o õ¡ ) a n o

rvestigaiion (FBl ) f inqerprìnt
,ense checks conducted for all of
f agreements:

:nance and Repair
ltenance and Repair
ces (on-site)

E ves ENo ! N/A Renrarks:

Remarks:f, Yes n ¡lo Xvn

D Yes I trlo X ¡yn Reniarks;
enployee

Area

Renrarks: Area
for tlrese servict
day linì¡t

reck conducted for, but not
ollowing types of agreements, if

r specifically assigned personnel
on-site for more than 30 days:

Alarrn Monitoring
;nance and Repair
lon
or Maintenance and Repair
rintenance and Repair
:nance and Re¡>aìr

er Service
laintenance and Repair
quiprnenI Máintenance and Repair
ation, and Air Conditioning Service
Service
Mainlenance ând Rel)a¡r

,es (interior of facil¡ty)
rces
¡nce and Repa¡r
g Services (Carpet, not scales)
v¡ces (celluler, satellite. and regular)
iprnent Mairrtenance and Repair

Power Supply Mâintenance and Re¡rair

! ves {
FORMC
HECKBoxf

No

X N/A

CtlP 6B0r (Rev 09.00) OPI 010
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STATE OF CALÍFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHVVAY PATÍìOL

JOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Conlracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract nuntber for retention after
Commander review?

ãs.-is csu advìsed by iñe cömmãñd iö ¿et-eimrne ¡r-
adverse information discovered is grounds for
canceling the contract (i,e., adverse driver license
andior criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! ves

flYes

E ¡lo

I trlo

Evn

Xvn

Remarks:

Remarks:

29. Are all invoices, records, and relevant documentation
maintained for thr€e vears afiet the final payment of
the contract?

30. ls a log sheet maintained for a diary of activities
related to the contract?

s 1 . ls ã ðãmptiteii¡Íe prepared for all contractl--
administered?

ffi ves fl no X nln Remarks

tr Yes !ruo X N/A Renrarks: Not dorle at
co4lrects adDinistered

Rerrarks: l.lol dorre a(

contrâcts administe¡ edf, Yes tr tto X ruln

32. ls a spreadsheet prepared listing all expenditures?
I Yes I trlo X ru¡n Re¡rrarks: Not done al

con t ra cts_?_d-lr.ì i n i s t e r e d

Remarks:

Rer¡arks:

33. ls the notification to the contractor documented for
the start date for services to begin? ffi Yes ! tlo n ¡yn

34. Is the coniractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

3b 
"Do 

conËìLltant servñì:s-ãôntrã¿ts öi Sl;00öã/mile 
""

contain detailed performance criteria and a schedule
for performance? (SCM Vol l, Ch 3, Section 3.02.1)

3 6 i o e-s-lñã co n tra ct rr iõîo'r tã¡n-t n e s io . 

-¿-Ö 
o n tr a ciöi*

Evaluation form for consultanl contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

X Yes !ruo I N¡n

! Yes E t'lo x N/A Renra¡ks; No cons
have been needed

f ves ! ¡lo X nrn fìemarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch.4, Section 4.09) I Yes I tr¡o I rule

38. Are the requirements for Government Code Sect¡on
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

n Yes Eruo E ruln

Rernarks:
39. Are any contract payments made prior to the final

approval and execulion of the contract? (SCM Vol. I,

Ch. 4. Section 4.09)
I Yes XNo f] N/A

Area level for

Area level for
by HQ.

consullånl services

Area leve fo
bv HQ.

Cl lf' 680F (Rcv.09-08) Ol)l 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ìOMMAND INSPECTION PROGRAM
TNSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Command:
Antelooe Vallev

Division:
Southern

Number:
545

Evaluated by:
Lt. A. Witmer

Date:
11110t2008

Assisted by:
OSSI Cindv Haworth

Date:
1111012008

'ã'*r"iã;;;;;;':;ilñ;ffi il;;;il;;;;;;;=;,;;;,r;;:;,;;ilffi il;,::
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/orcleficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-lrp and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level I Command Level

tr Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required: I _
I Yes X ruo I U Follow-uP lnsPection

Datel

lair a\ 6g

For applicable policy, refer to: HPM 1 1.2, ChapTer 7 \)
1. Are participants in the procurement process at the

command level familiar with the related policies and
procedures for purchasing?

X Yes I trlo n ru¡n Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes !No n Nln Remarks:

3 Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! ves X trlo ! N/A Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
cornmodity contracts?

X Yes n ¡¡o T ¡¡In Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes E trlo n ruln Renlarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I ves !ruo n ruln Remarks:

7 . Are expedited requests for the purclrase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

ffi ves nruo I ruln Remarks:

Cl-lP ôBoC (Rev 09.08) OPI 010



Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA IIIGHWAY PATROL

]OMMAND INSPECTION PROGRAM
TNSPECTION CHECKLISï
Chapter 3, Command Procurements
Purchases

B. Do specialized items purcltased contain the
appro¡rriate Divisiorr, and/ot' OPI approvals? E Yes INo I Nln Renìarks:

9. Are tl're CllP 43, Pul'clrase Requisitions,
competitively bid? I ves E fr¡o n N¡n Rernarks:

10. Does lhe CHP 315, Ptice Com¡:arison Worl(sheet,
clocumenl at least two price quoiations? ffi Yes !No I N/A Remarks:

11. Are Lirnited Competitive Bidding purchase requests
tlrat limit or restrict the purchase to one specific
brand or ntodeljustified and in complÍance with SAM
3555?

[X ves E ¡to [] Nln Remarks:

12. Are Limited Conrpetitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555,3?

I ves I tto I ¡¡¡N Retlârks:

13. Do Non-Competitive Bid (NCB)purchase requests
contain the NCB justification and NCB Corrective
Action Platr docunrents?

E Yes E ¡to E ruln Rematks: Only Range facilities were
otltained vis NCB since no other
facililles were available and no
corrective actìon plan needed.

14. Are items checked immediately for content and
darnage wlren delivered? I Yes nruo D ruln Remarks;

15. ls the "received copy" of the purchase order
approved, dated, and forwarded io the Fiscal
Managemetrt Section (FMS), Account Payable Unit,
withirr three business days of receipt, if all ilenrs are
accepted?

E Yes [ruo n n¡¡n Rernarks:

16. Are freight and/or packing slips attached to the
received copy of tlre purchase order and sent to
FMS?

ñ Yes ! ¡to [] ruln Rernarks:

17, ls FMS provided a photocopy of the purchase order
and any approved fr-eight or pacl<ing slips as
acl<nowledgemeut tliat a portion of the order lias
beerr leceived?

X Yes nNo n ru¡n Rerlatks:

18. ls tlre original "r'eceivecl copy" retained by the
command for contpletion and forwarding to the FMS
wherr the complete shipnrent is received?

E Yes INo D N/A Remarks:

19. Are Damaqed ltems delivered by common carrier
acknowledged on the freiglrt bill by lhe carrier's driver
before lrein g accepted?

ffi ves n ¡lo ü ruln Renrarks:

Cl iP O80C {llcv 0fi08) Olìl 0í O
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STATE OF CALIFORNIA
DEPARTIVIENT OF CALIFORNIA HIGHWAY PATROL

ìOMMAND INSPECTION PROGRAM
TNSPEGTION CHËCKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) rrotified
imnrediately lry teleplrone, followed irr writing either
by a memorandunr or e-mail, requesting cancel{ation
of the requisition or deletion of an item, if ii is
determined that a commodity requestecl on a CHP 43
is no lortger ¡reeded and a purclrase ordel lras rrot
yet been prepared?

I Yes E trlo K rutn lìerrrarks: No cancellations lìave
l:eerr required.

21. Are open purchase orders periodically reviewed and
investigaled to ensure the orders are not opened for
an unreasonable lengtlr of tirlre, (SAM 8422.0)

ffi ves n ¡lo [] ruln Renrarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vof . ll, Ch. 11, Topìc 4)

I Yes trruo n ru¡n Remarks: Contained in the requisilion
l¡ook.

23. Are decisions documented io create a paper trail
documentirrg the basis of tlre decisions made for the

¡:urchase? (SCM Vol ll Ch.2, Topic'11)
fi ves !ruo n ruln Remarks: Supporting docurrents are

attached to requisitìons

24. Are purchase orders split to evade competitive
bidding requirenrents or to cìrcumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes Eruo f, ruln Renrar ks:

CllP 6S0C (l\ov, 09.08) OPr 0 t0



Page 1of2
STATE OF CALIFORNIA
DEPAIìTMENT OF CALIFORNIA I.IIGIIWAY PATROL

ìOMMAND INSPECTION PROGRAM
TNSPECTIoN cHECKLIST
Chapter 3, Comrnand Procurements
X-Number Prograrn

^ilñ;G,"^*;;,;.ì;;il;;y;.';;ñ;";il;;îuiin:"=i,-ii.=1,ì";;lJï;ïJ;;"*Jil;;il='=applicable legal statues, or deficiencies lloted in the irrspections shall be comtnented on via the "Rernarks" sectìon Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document arrd addressed to the trext level of command.
Furtlrermore, the Exceptions Doculnent shall include any follow-r.rp and/or corrective action(s) laken. lf this form is used as a Follow-up
lrrspection, the "Fo[gyv,:yL_[l9q.gtq=_Þ95_tall be nlarked and only._def.ici-ert-ilerns need to be re-inspected.

Lead lnspector's Signalure:

X Division Level

I Executive Office Level

Follow-up Re

X Command Level

D Voluntary Self-lnspectiorr

Yes
ired:
No i-zo-o1

For applicable policy, refer HPM 1'1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
lo circumvent the $4,999 contract limit? ! Yes X l.lo E N/A Remarks:

2 Does allX
STD. 204

Num[:el file documentation contain the
Payee Data Record? Rernarks:

Renrarks:

Remarks:

Rernar'ks:

Renlarks:

Remarks:

Renlarks:

f-l r r^
L_--J l!U

Remarks:

3 Do X Numl¡ers requiring a contract (i.e., janitorial or
landscaping) have prior approval from ihe Business
Services Section commander?

4. Are X Number requests made prior to ihe date the
services are performed?

5. Are X Numbers issued for a one-time use?

6. Are prohibited services performed using an X
Nurnber?

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity?

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

ó-o x N ñi bè rsus eã-ro r f a¿'il i t i äl ióIaie o-s e iv i c e õ
(such as roof repair, electr-ical) cost¡ng over $1,000
have prior apptoval from Facillties Section?

10 Do X Numbers issued for lapsed contractual

I Yes

I

!= I _4_Wttr_er,41_1 I sl_
l¡y:

Follow-up fnspection

ffi ves

ffi ves

X Yes

! ves

ffi Yes

ENo

fl ruo

I l.lo

CllP 680É (Rev 09.08) OPI 010
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Page 2of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFOÍìNIA HIGHWAY PATROL

ìOMMAND INSPËCTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11 Do all X Numbers awarded to a non-small lrusiness
vendor contain three price quotations?

12. Do allX Numbers awarded to a small business
vendo¡ contain the small busíness certification from
tlre Department of General Servìces (DGS)?

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

14. Do ernergency service X ruum¡ersìocurnent anO
justify lhe emergency?

15, ls the itemized invoice for each X Number service
maintained in the command's files?

X Yes

Rernarks: Area X Number reguests
have been for errtergency repairs so
no STD 21 was obtained due to time
limitalions.

Cl-lP 6808 (lle\,, 09'00) Ol'l 010



STATE OF CALIFORNIA

DEPARTÍVENT OF OALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::: :::::::: ::-:=::: -:::::::

INSTRUCTIONS: ThisdocLlr¡entslrall betyped Checkappropriateboxesasnecessary,orfill ìnlhelllarrksasitrdicated Enterthechapte¡

irLrmberoftheinspectionilttheChapterlnspectionnumber Uncler"Forwarcl to:"etrtetthenextlevel ofcotnnralrdwherethedocLlmetrt

shall Oe ror,ltecl to and its due clate. This ciocument shall be utilized to docunletrt ilrnovative practices, sLrggestiolrs for statewide

inr¡rrovenre¡t, icle¡tified cleficiencies, corrective action plans, and may be r.rsecJ to appeal findìngs. A cHP 51 MenlorandLlm lray be used if

additional sPace Ìs required. 
,

lnspected lly;
LieutenarrI Geletko 1212912008

TYPE OF INSPECTION

E Division Level X Command Level

! Execr,¡tive Office Level

a
!
T

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Folow-Lrp ReqLrirecr I 5:i;i:r'Ëivision
I

x Yes E t'lo I oue Date: 12t31t2008

Commander'srSign Date:

/- s- a2'

Chapter lnsPection:

lnspector's Comments Regarding llllpyqlye ruqgllees:

The AltadenaArea has not implemented any innovative practices regarding contracts, Cal-Card,

X-numbers and purchases.

None.

The Area isfollowing all polrcies and procedures regarding "Purchases" as outlined in HPG22'1'

The Area does not nlaintain the STD. 21 Drug Free workplace certification for all X-number and Cal-

Card vendors. All Cal-Card holders have not received fornral training regarding the Department's

p rocu renlent p rocesses.

The Area has not prepared a cotxputer file for all contracts administered. ln addition, the Area has not

prepared , ,pr"ud'rheet listing all expenditures. Notification to the contractor has trot been documented
ror the start date for the services to be performed.

CHP 6804 {ReY 0:,-08) flPl 010



STATE OF CALIFORNIA

DEPARTMúNT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Altadena Area
Divis¡on:
Southern

Chapter:
u

lnspected by:

Lieutenant Geletko
Date:

12t29t2008

I Review/Decision: ffhís shatl be the onlv level of

CHP 680A (Rev 09-08) OPI 010
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..esponding Commander's Signature (for appeal)
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SIATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ÎOMMAND INSPECTION PROGRAM
,NSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

j cìmmano: i Divìsion.

I Altadena Area I southern

Evaluated by

Lieutenant Chuck Geletko
Assisted by:

Olfice lVlanager Sandra Gutierrez

Page 1of 2

Number
575

Date:

1212912008
Date:

12t29t2008
=j.- 

..:_. i_- _. -. - _

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated Anydiscrepancieswithpolicy,
applicable legal statues, ordefÌciencies noted in the inspections shall be commented on via the "Remarks" section Additionally, such

discrepancies and/or deflciencles shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up a¡tdlor corrective act¡on(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected,

TYPE OF INSPECTION

! Division Level

X Executive Office Level

Follow-up Required:

X Command Level

! Voluntary Self-l nspection

I Fotlow-up lnspection

f-l ¡lo

For applicable policy, refer to: HPM '1 1.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of X Yes
lnterest Statement, Emplovee, form?

2 Are STD 21 Drug Free Workplace-cert¡ficatiõns -

Lead lnspector's Signature

(2

I Yes

I ves

fl ves

I Yes

E Yes

E Yes

X Yes

..-JJ

ZZ. //i/tJ 7

fl N/A Remarks:

I ¡vn

E Nln Remarks

I Nln Remarks

I nle Remarks:

X ruln

I ¡yn

maintained withìn the Cal Card command file for
each vendor utilized?

3 Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utijized?

5 lf the vendor is a small business or DVBE is utilized
is the certìfication letter from the Depaftment of
General Services maintained in the file?

6 When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

Does the CHP 317 Cal Card Log fully describe the
purchase?

I Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

Remarks: The STD, 21 certification
was not included in the file
documentation for each vendor

L

I

Remarks: The Area purchases the
least expensive itenr when several
selections are available.

Remarks:

Rernarks:

Remarks

T ¡¡IN

I u¡n
t__

allP,lE!)f, {RÉr 0'J 031 OPi {)1rl

I

Comn,an¿e' JttV

Eruo

XNo

I trlo

X ¡lo

! f.¡o

I ¡lo

XNo

E ¡lo

ENo



Page 2 of 2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

îOMMAND INSPEGTION PROGRAM
TNSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10, ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes n ¡Jo n ¡¡ln Remarks:

ll. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nNo n ruln Remarks:

12, Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

n Yes trNo X ru¡n Remarks: All purchase
receipts/invoices are itemized

13. Are Cal Cards maintained in a secure area?
X Yes [-l ¡lo n ru¡n Remarks:

14, Are Cal Card purchases pre-approved by the
commander? X Yes INo f ru¡n Remarks: The Commander Pre-

approves purchases and Division is

contacted prior to the actual purchase
if any ouestíon exists

15, Have all cardholders received training on the
Department's procurement processes? n Yes Xruo n ru¡n Remarks: All cardholders have not

received formal training.

'16. Are item(s) purchased with the Cal Card prohibìted
by departmental policy? n Yes X t'to n N/A Remarks

CHP 6B0D (Rev 09-08) OPI 010



Division
Southern

Page 1of 3
Number:
575

Date.
1212912008

Date:
12t29/2008

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

l 

-nss¡stec 

nr
I Office Manaoer Sandra Gutierrez

INSTRUCTIONS: Answerindiviclual itemswith"Yes"or"No'' answers,orfill intheblanksasindicated Anydiscrepancieswithpolicy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additlonally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

t]lll,qJlg,l _t!f9lo_lloy,t!q@Jion" bol:hall .b.qg9t!@q orl!I99ilçi"l! items need to bg lg-_iltpgglgg

E OF INSPECTION

I Division Level

! Executive Office Level

Lead lnspector's

X Command Level

I Voluntary Self-lnsPection

For applicable policy, refer to:

l_
I I I Follow-up lnspectiont-
*r* ,,, .i0,",

Follow-up
E Yes

Required;
Xruo

t. nre participants iñ tire proòuremenf process at the
command level familiar with the related policies and
procedures for purchasing?

2 Have Approvers/review-ers of puich-ases receiveo
procurement training?

- Are Þion¡n¡teO ¡temè procureO on Cl-lP ¿9, Purchases
Req uisitions?

. Supplies for personally - owned equtpment

. Commodities for personal use

. Confirming order

. Purchases via ihe internet

Rre sepaiate Cttp +es, ntrcñase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

- _. 
I l-s all required in-formation entered on the CHP 43,

Purchase Requisitíon?

a nre ttre CHÞ 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
físcalyear (July 1)?

7. Are expedited requests for the purchase of goods
fonvarded to the Assistant Commissioner, Staff, for
approval?

CllP 6DCa (,Rcv tr9 !B) Oi'l 010

Remarks: Expedited requesÌs are
forwarded to Southern Division

I

(&z-* /:.7 4,'t7

X Yes trNo

X Yes I ¡lo

I Yes XNo

X Yes ENo Remarks:

X Yes n ¡¡o

ffi Yes E t¡o

-T oata

l,*

E Yes X trlo



Page 2of3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IVVAY PATROL

ìOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

g Are thìe CHP 43, Purchase Requisitions,
competitively bid?

I ves

X Yes

! ¡lo

Iruo

T ¡¡¡n

I N/A

Remarks:

Remarks:

10. Does the CHP 3'15, Price Comparison Worksheet,
document at least two price quotations? X Yes ! ¡to E ru¡n Remarks:

1 '1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compfiance with SAM
3555?

n ves INo X x¡n Remarks:

12 Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

I Yes I r.Jo X N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Pfan documents?

-u. 
Are items checked immediately for content an¿ -
damage when delivered?

E Yes Eno X rurn Remarks:

I ves I f.¡o !run Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonvarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a poftion of the order has
been received?

'18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment js_received?

@livered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes ENo n ru¡n Remarks

E Yes XNo T N/A Remarks: The freight and/or packing
slÌps are attached to the CHP 43

! Yes X l.lo E ¡yn Remarks: Aitached to the CHP 43

n Yes

X Yes

X trlo

INo

tr ¡l¡n

E N/A

Remarks: Attached to the CHP 43

Remarks:

CBP 680C (Rev 09{8) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ìOMMAND INSPECTION PROGRAM
INSPECTION CHECKL¡ST
Chapter 3, Gommand Procurements
Purchases

20 ls Purchasíng Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes nNo ! ru¡a Remarks:

21, Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes nNo T N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

I Yes E ¡to n ru¡n

23. Are decisions documented to create a papertrail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

X Yes []ruo n rutn

Remalks
24. Are purchase orders split to evade competitive t

bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes Xruo E ¡r¡n

CllP 680C (Rev 09{B) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
;SPECTION CHECKLIST

Chapter 3, Command Procurements
X-Number Program

Lieutenant Chuck Geletko

Office Manager Sandra GutieÍrez

Page 1of 2

1210112008

Date.
12t0112008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated, Any discrepancies with policy'

applicable legal statues, or deflciencies notecl in the inspections shall be cornmented on via the "Remarks" section, Additionally' such

discrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspecled

TYPE OF INSPECTI(

I Division Level

I Executive Offrce Level

Lead I nspector's Signature

X Command Level

! Voluntary Self-lnspection Cøz* /7 #ttr2
Required:

_ I:Ne_
I fl-rollow-uo lnspectÌon

l_
For applicable policy, refer to: HPM '11 1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit?

2. Does allX
STD. 204

documentation contaln the
Record?

Number file
Payee Data

X tlo T N/A

INo fl N/A

X Yes

X Yes tr
trYes N/A

X Yes tr ¡un

X Yes ¡ N/A

X ves

I Yes

U ¡r¡n

agreements have prior approval by the appropriate
Assistant Commissioner?

Remarks: Area obtaìns approval from
Facilities Section

CHP 6B0E (tÌev 09-08) OPI 010



Page 2 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PAÏROL

COMMAND INSPECTION PROGRAM
SPECTION CHECKLIST

Chapter 3, Command Procurements
X-Number Program

'11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I ves nruo ! ruln Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

.X Yes f] t'to I ru¡n Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

! Yes XNo ! ruln Remarks: The STD 21 certification
was not included in the file
documentatíon for each vendor.

U. Oo emergency service X Numbers document and
justify the emergency? X Yes nruo D ¡¡n Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I Yes nNo fl rurn Remarks:

ClìP 6B0F (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

SMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Command:
Altadena Area

Division:
Southern

Number:
EAÈ

Evaluated by:
Lieutenant Chuck Geletko

Date:
12129t2008

Assisied by:

Office Manaqer Sandra Gutierrez
Date.
12t29t2008

:::::::: ::::::::::::::::::=::::::::::::::::::::=::::::::::=:::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legâl statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

! Division Level X command Level

! Executive Office Level tr Voluntary Self-lnspection

";;ää fr///r-7

Follow-up Required:
X Yes l-.1 rr¡o

[_J Follow-up lnspection Date: r /

/ / s / ,¡'
For applicable policy, refer to: HPM 1 1,1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes tr l,lo D N/A Remarks:

2 ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? X Yes E l.to Ivn Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes nNo T N/A Remarks:

4. ls the performance of contract services monitored
and documented? X Yes INo E ruln Remarks:

5 Are all copies of correspondence with the vendor
maintained? X Yes DNo I ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nNo n N/A Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible ln the
CHP 78?

X Yes nruo n nln Remarks

8 Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,

Chapter 22, before forurarding the CHP 78 or CHP
7BA?

X Yes trNo ! N¡n Remarks

CHP 680F lRev 09-08) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLlST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner Staff, for
expedited processing?

X Yes I tlo [] n¡n Remarks:

'10 ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes D t'lo E ru¡n Remarks:

I '1. Are contract services performed according to the
quafity, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes E t',lo I rule Remarks:

12 Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes Iruo tr nln Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X ves Iruo tr ru¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes f tlo tr ¡lln Remarks:

15. ls the final invoice identified and approved, as
appropriate and fonivarded to Fiscal Management
Section for payment?

I Yes Ino E ru¡e Remarks

16. Are all applicable form sections of the CHP 78
completed? X Yes INo E ruln Remarks

17 Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes INo I n¡a Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S Conflict of
lnterest Statement, Employee, form?

X Yes ENo tr ru¡n Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

ffi Yes ENo tr ¡lrn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? f-l Yes X tlo n ¡ltn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNJA HIGHWAY PAI-ROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

21. ls the length of the contract amendnrent request
more than one year? E Yes X trlo I Nln Rr'lnrarks:

22 Are alnencil-¡rents requested before the expiration of
the oriçlinal contract? ffi ves E trlo n N¡n Renrar ks:

23 ls a service contract otr a CHP 78, Contract Request
initrated for any comnrercial nreeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

ffi ves Eruo T ru¡n Renrarks:

24 Do conference room rental costs exceeding the $500

¡rer day lirnit have pre-approval from Assistant
Commlssiorrer, Staff?

I ves INo I ruln Rerlarks;

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
tlre following types of agreements:

(1) Avionics Maintena¡rce and Repair
(2) Helicopter Mainterrance and Repair
(3) ¡nstruclor Services (on-site)
(4) Janitorial Services
(5) Consulting Services

X Yes fno I Nln Rerrrarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are sclreduled to be on-site for more than 30 days:

(1) Ala¡nr and File Alarm Monitoring
(2) Carrera lt4aintenarrce and Repair
(3) Carpetlnstallation
(4) Diesel Ge¡rerator fvla¡ntenance arrd Repait
(5) Dishwasher lvlainlenance and Repair
(6) Elcvator N4aintenarlce atrd Re¡tair
(7) Fire Extinguisher Setvice
(B) Garage Door Mairrtenance and Repaìr
(9) Graphic Arts Eqttipntent Mai¡rtenance and Repair
(10) Heating, Ventilation, and Ait Conditioning Setvice
(1 1) Larrndry/Linen Service
(12) Office lvlachine lt4aintenance and Repaìt
(13) Paintìng Services (irttetior of facility)
(14) PIL¡nrl¡ing Services
(.1 5) Scale Main[ena¡rce and Repair
(16) Stearr Cleaning Services (Carpet, notscales)
(17) Tele¡rlrc-rne Services (cellular, satellite, and regulat)
(18) Televisiorr Ec¡riprlenl lr/ainterrance and Repait

('1 9)tlninterruptible Power Su¡r¡rly Maintenance and Re¡rair

I ves I trlo fva Renrarks:
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

f,MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fon¡¿arded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I ves trNo I ¡¡tn Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X ves Iruo I ruln Remarks

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

I ves nNo ! ruln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes nNo I N/A Remarks

3'1. ls a computer file prepared for all contracts
administered? I Yes X ¡lo I N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! Yes X t¡o !vn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? E Yes X t'lo tr nln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes nNo I N¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

X Yes n ¡lo I nrn Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol I, Ch 3, Section 3.02.5)

X Yes D t¡o I ru¡n Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes I tlo I nle Remarks:

38. Are the requirements for Government Code Section
'19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol I

Ch 7, Section 7.05)

X Yes trNo trva Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. l,

Ch. 4. Section 4.09)
! ves XNo I ruln Remarks:
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